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THIS AGREEMENT effective the 1 st day of June, 2005, by and between the VILLAGE OF 
SLEEPY HOLLOW, a municipal corporation organized and existing by virtue of the laws of the State of 
New York (hereinafter referred to as the 'Village") and LOCAL 456, INTERNATIONAL BROTHERHOOD 
OF TEAMSTERS, CHAUFFEURS, WAREHOUSEMEN AND HELPERS OF AMERICA (hereinafter 
referred to as the "Union"). 
ARTICLE I 
UNIT 
-
This Agreement shall apply to all full time blue collar employees in the Water and 
Sewer, Highway, Sanitation, Central Garage, Building Maintenance and Parks and Recreation 
Departments of the Village of Sleepy Hollow as certified by the New York State Public 
Employment Relations Board in its determination dated June 1, 1983 for the Village of North 
Tanytown (Now Village of Sleepy Hollow). Effective June 1, 2002, the classification "General 
Foremann shall be excluded from the bargaining unit. 
ARTICLE ll 
RECOGNITION 
Section 1 : The Union, having heretofore presented appropriate evidence that it 
represents the majority of the employees in the Water and Sewer, Highway, Sanitation, Central 
Garage, Building Maintenance and Parks & Recreation Departments of the Village and also 
having been certified by the New York State Public Employment Relations Board as the 
bargaining representative of said employees, it is therefore recognized as the exclusive employee 
organization representing said employees for the purpose of collective negotiations with the 
Village in the determination of the terms and conditions of employment and in respect to the 
administration of grievances arising under the collective bargaining agreement herewith executed. 
Section 2: The Village agrees that, upon presentation of dues deduction authorization 
cards signed by the individual employees to which this agreement is applicable, it will make 
monthly deductions from the wages of such employees in the amounts so designated by the 
Union as membership dues and will remit such deductions to the Union, together with a list of 
employees from whdse wages such deductions have been made, within ten (10) days after the 
last day of the month for which deductions were made. 
Section 3: A. The Village hereby agrees to an Agency Shop Fee. Each member 
of the unit who is not a member of the Union shall pay to the Union an Agency Shop Fee toward 
the administration of the Agreement and the representation of such employee. The Agency Shop 
Fee shall be certified to the Village by the Union and shall be conforming with current law. The 
Village shall deduct such fee in the same manner the membership dues are deducted. 
B. The Union shall indemnify and save the Village harmless, once the 
monthly union dues and Agency Shop fee have been forwarded to the Union, against any and all 
claims, demands, suits or other forms of liability that may arise out of or by the reason of action 
taken or not taken by the Village for the purpose of complying with any provisions of this or the 
preceding Section. 
Section 4: The Union shall have the right to post notices and other communications 
on bulletin boards maintained on the premises and facilities of the Village. The Village recognizes 
the right of the officers and agents of the Union to reasonable visitation upon the Village's facilities 
for the purpose of adjusting grievances and administering the terms and conditions of this 
Agreement. Notification of such visitations will be made to the Village Clerk by the Union Shop 
Steward twenty-four (24) hours prior to the visitation, except in cases of emergency. 
Section 5: There shall be one (1) Shop Steward and (1) Assistant Shop Steward 
whose names shall be certified by the Union to the Village. The Shop Steward shall be permitted 
time from work in reasonable amounts for the purpose of adjusting grievances and for the 
administration of this Agreement. The Shop Steward shall not leave hidher assigned duties for 
the above-descnbed purposes without permission from the department head, which shall not be 
unreasonably denied. In the absence of the Shop Steward, the Assistant Shop Steward shall be 
entitled to the same privileges. 
ARTICLE Ill 
RECIPROCAL RIGHTS 
Section 1: The Union recognizes the right of the Village to manage, but not in conflict 
with the terms and conditions of this contract, and the Village recognizes its responsibility to direct 
the work force so that the dignity of labor and of the individual shall be protected. 
Section 2: The Village and the Union hereby recognize and mutually agree that the 
management of the Village, the control of its property, and the maintenance of order and 
efficiency is solely the responsibility of the Village. Accordingly, except as specifically abridged, 
delegated, granted or modified by this Agreement or any supplementary agreements that may 
hereinafter be made, all the rights, powers and authority the Village had prior to the signing of this 
Agreement are retained by the Village and remain exclusively and without limitation within the 
rights of the Village. 
Section 3: The parties agree that newly hired employees shall serve a probationary 
period of twenty-six (26) weeks. 
ARTICLE IV 
CLASSIFICATION RATES AND WAGES 
Section 1: The wages to be paid for each classification covered by the terms of this 
Agreement for the period of June 1, 2005 through May 31, 201 0 shall be indicated on Schedule 
" A  annexed hereto, except as modified below: 
Effective June 1, 2005, the 2004-2005 salary schedule set forth in Appendix A shall be 
increased across the board by 1 SO%, provided however, that members of the unit shall. 
not be entitled to any retroactive pay related to the period June 1, 2005 through November 
30, 2005; 
Effective December 1, 2005, the salary schedule in effect as of June 1, 2005 shall be 
increased across the board by 1 .SO%; 
Effective June 1, 2006, the salary schedule in effect as of December 1, 2005 shall be 
increased across the board by 1.5%; 
Effective December 1, 2006, the salary schedule in effect as of June 1, 2006 shall be 
increased across the board by 1.5%; 
Effective June 1, 2007, the salary schedule in effect as of December 1, 2006 shall be 
increased across the board by 1.75%; 
Effective December 1, 2007, the salary schedule in effect as of June 1, 2007 shall be 
increased across the board by 1.75%; 
Effective June 1, 2008, the salary schedule in effect as of December 1, 2007 shall be 
increased across the board by 2%; 
Effective December 1, 2008, the salary schedule in effect as of June 1, 2008 shall be 
increased across the board by 2%; 
Effective June 1, 2009, the salary schedule in effect as of December 1, 2008 shall be 
increased across the board by 2.5%; 
Effective December 1, 2009, the salary schedule in effect as of June 1, 2009 shall be 
increased across the board by 2.5%; 
The new rates for the 2005-06 contract year shall be effective with the earliest 
possible payroll following ratification by both the Village and the Union. 
Section 2: All newly hired employees shall be paid compensation at a rate of ninety 
percent (90%) of the prescribed rate for their job classification for the first eighteen (18) months 
of their employment. Effective March 1, 2006, all newly hired employees hired thereafter shall 
be paid compensation at the rate of eighty-five percent (85%) of the prescribed rate for their job 
classification for the first eighteen (18) months of their employment. After completion of 
eighteen (18) months they shall be paid at the prescribed rate for the job classification in which 
they work. Employees who are promoted within the bargaining unit shall not be subject to the 
lower rate for said promotion. 
Section 3: Employees in the bargaining unit shall be paid no less frequently than once 
a week on or before noon on Friday, where practicable. 
Section 4: Notwithstanding Section 3 above, if all other of the Village's employees are 
subject to being paid on a bi-weekly basis, the Village may implement a bi-weekly pay cycle for 
members of the unit upon three (3) months wriien notice to the Union. Within five (5) working 
days of the implementation of such bi-weekly pay cycle, members of the unit shall be paid a one- 
time lump sum bonus equal to one (1) weeks pay at their regular rate. Notwithstanding the 
above, if the Union has not been advised in writing by May 31, 2010 that the Village intends to 
implement a bi-weekly pay cycle for members of the unit, this Section 4 shall sunset and shall no 
longer be a part of this Agreement pursuant to the Taylor Law and Triborough Amendment. 
Section 5: During a week in which a holiday occurs on a Friday, employees shall be 
paid, where practicable, on or before noon on Thursday of that week. 
Section 6: The Village shall continue payment of a longevity increment to employees 
in the unit. The longevity increment shall be paid in weekly installments as additional salary, 
effective in each case, on the anniversary date of employment. The longevity increment shall be 
two hundred twenty-five ($225.00) dollars for each five (5) consecutive years of employment. In 
no event shall the longevity increment exceed the sum of one thousand ($1,000.00) dollars. 
Effective June 1, 2008, the longevity increment shall be three hundred ($300) dollars for each five 
(5) consecutive years of employment. In no event shall the longevity increment exceed the sum 
of $1200. 
Section 7: When an employee works above hislher classification, helshe shall be paid 
the higher classification rate. When an employee works in a lower classification, helshe shall be 
paid hisher regular classification rate. Specifically excluded from higher classification pay is the 
operation of a pick-up truck by a Laborer. 
Section 8: Employees in the classification of Water and Sewer Maintenance Man 
Grade I or Grade I1 shall be entitled to the higher classification salary of Water Treatment Plant 
Operator Type I1 B when assigned to work at the pump station. 
ARTICLE V 
HOURS OF WORK 
Section 1: The normal work week shall be five (5) days, eight (8) hours per day, 
Monday through Friday, forty (40) hours per week, except for employees in Highway and the 
Water and Sewer Departments on special schedules. The work hours for all employees wherever 
practicable shall be from 6:45 A.M. to 3:00 P.M. All employees shall be required to punch "into" 
and "out of' work each day using a time clock and time cards. The work day shall include one (1) 
paid break period of fifteen (15) minutes and an unpaid lunch period of one-half (112) hour. The 
break period shall be from 9:15 A.M. to 9:30 A.M. The lunch period shall be from 12:OO P.M. to 
12:30 P.M., except in those situations involving a continuous operation which requires completion 
before the lunch period. 
Section 2: All employees in the Water Department will, on a rotating basis, work three 
(3) hours on Saturday and three (3) hours on the following Sunday. Any employee who is 
scheduled to work pursuant to this section shall be entitled to an additional salary equal to two and 
one-half (2-112) hours pay and shall be off on the next following Friday. 
ARTICLE VI 
PREMIUM TIME 
Section 1: Time and one-half (1-112) the regular rate of pay shall be paid for all work 
performed: 
A. After eight (8) hours per day; 
5. After forty (40) hours per week; 
C. Before starting time; 
D. On Saturday, except where Saturday is part of a regular work week including 
Saturday; 
E. On the sixth (6th) day of work week. 
Section 2: Double the regular rate of pay shall be paid for all work performed: 
A. On the seventh (7th) day of a work week; 
B. On a holiday. 
Section 3: Employees who are called into work shall be paid for a minimum of three 
(3) hours straight time pay. If the employee works in excess of two (2) hours, heishe shall be paid 
for the entire overtime period at the appropriate overtime rate. 
Section 4: Overtime compensation shall be paid to an employee as soon as 
practicable after it is earned. 
Section 5: Except in an emergency, overtime shall be distributed as equally as 
possible among all qualified employees in the same classification in a Department and, should no 
one in the classification be available for overtime, it shall be distributed as equally as possible 
among qualified employees in the Department. Should no employee in the Department be 
available for overtime, it shall be distributed as equally as possible among qualified employees in 
other Departments. The Village shall post overtime lists for each Department showing for each 
employee in the Department overtime hours worked during the preceding month and cumulative 
overtime hours worked during the preceding year. The qualified employee or employees having 
the lowest number of cumulative overtime hours worked during the preceding year shall receive 
the next overtime assignment. Refusal (whether or not an excuse is offered) to work an overtime 
assignment shall be counted as part of an employee's cumulative overtime hours worked. 
Continued refusal or unavailability, without reasonable cause to work overtime assignments, may 
subject the employee to disciplinary action. Any grievance alleging an improper assignment of 
overtime shall be deemed waived if not filed within twenty (20) working days of the time the Union 
or employee knew or should have known of the improper assignment. During weekend situations 
requiring continued overtime, employees who refuse (whether or not an excuse is offered) 
overtime work on a Saturday need not be offered overtime on Sunday. 
Section 6: Effective February 16, 1990, employees may elect to choose 
compensatory time in lieu of cash payment (earned at the same rate as cash payment) for all or 
any portion of overtime worked by the employee, except that an employee's compensatory time 
bank may not exceed one hundred sixty (160) hours at any given time. Once the 160-hour cap 
has been reached, all overtime thereafter must be taken as overtime pay until their accumulation 
falls below one hundred sixty (160) hours. 
A. Those employees who have in excess of one hundred sixty (160) hours of 
compensatory time accumulated as of February 16, 1990 shall not lose any of the compensatory 
time accumulated prior to that date, but shall not be eligible to accumulate any additional 
compensatory time until their accumulation falls below one hundred sixty (160) hours. 
B. Employees will not be entitled to receive cash payment for accumulated 
compensatory time provided, however, that effective with the second pay period in June of 2006, 
and the second pay period in June uf each year thereafter, the Village shall pay each employee at 
their regular hourly rate for all accumulated and unused compensatory time in excess of sixty (60) 
hours as of May 31, and their compensation time bank shall be reduced accordingly. 
C. All requests for use of compensatory time must be made seventy-two (72) hours in 
advance, except in emergency situations. 
ARTICLE VII 
HOLIDAYS 
Section 1: Employees working thirty (30) days or more shall receive a full days' pay 
and, except as herein provided, shall not be required to work on the following thirteen (13) 
holidays. In April of each year the Wage will meet with the Union to determine the actual days off 
that the contract holidays will be celebrated. In no case will two (2) holidays be allowed in one (1) 
week, or on Friday and Monday of the following week: 
Employee's Birthday 
New Year's Day 
Labor Day 
Columbus Day 
Martin Luther King, Jr. Day 
Presidents Day 
Good Friday 
Memorial Day 
Independence Day 
Veteran's Day 
Thanksgiving Day 
Day After Thanksgiving 
Christmas Day 
Effective January 1, 2007, Election Day shall replace Employee's Birthday. 
Section 2: In the event an employee works on a holiday, helshe shall be paid at the 
rate of two (2) times the employee's regular hourly rate of pay for all hours worked, plus holiday 
Section 3: In the event such holiday falls on a Sunday, it will be observed on the 
following Monday; and in the event such holiday falls on a Saturday, it will be observed on the 
preceding Friday. The Board of Trustees of the Village, in its discretion, may grant such additional 
holidays, in whole or in part, as it may determine. 
Section 4: In order to receive holiday pay, an employee shall actually work on the 
working day before the designated holiday and on the working day after the designated holiday, 
unless on authorized sick leave or vacation. 
ARTICLE Vlll 
VACATIONS AND VACATION PAY 
Section 1: The vacation period shall be from June 1 to May 31. Vacation schedules 
shall be fixed in accordance with employee preference commensurate with the needs of the 
Village. All full-time employees of the Village in the negotiating unit shall be entitled to paid 
vacation in accordance with such employee's length of service as follows: 
After one (1) year 
After five (5) years 
After ten (10) years 
After twelve (12) years 
After fourteen (14) years 
After sixteen (16) years 
After eighteen (18) years 
After twenty (20) years 
- 10 working days 
- 15 working days 
- 20 working days 
- 21 working days 
- 22 working days 
- 23 working days 
- 24 working days 
- 25 working days 
In no event shall an employee be entitled to a paid vacation of more than twenty-five (25) 
working days. 
Section 2: Vacation may be taken any time during the calendar year with the approval 
of the department head, which approval shall not be unreasonably withheld. 
Section 3: The department head shall solicit requests for vacation leave for the period 
of June 1 through May 31 commencing on the preceding April 1 and terminating on the preceding 
April 30th. In cases of a conflict concerning a selection of a vacation period, seniority shall govern 
the right of preference provided the employee's request has been submitted during the selection 
period. The vacation schedule shall be posted by the department head on or before May 15th. 
Any objections to the posted vacation period shall be the subject of a grievance to be filed by the 
aggrieved employee on or before May 31st. Such other scheduling and changes after May 31st 
shall be allowed by agreement of the employee and the department head, subject to the provision 
that such changes shall not be unreasonably denied by the department head. 
Section 4: Employees who become entitled to additional vacation allowance because 
of length of service with the Village shall be entitled to use such additional vacation allowance in 
the fiscal year in which such allowance is earned, subject to the condition that such additional time 
may not be scheduled or taken until after the employee's anniversary date. 
Section 5: Upon written request of the employee a minimum of fifteen (15) calendar 
days in advance, wages for the vacation period shall be paid in advance of the employee's 
vacation. 
Section 6: Employees shall be entitled to accumulate vacation for up to a period of 
two (2) years subject to the prior written approval of the Board of Trustees of the Village. 
Section 7: Any employee leaving the employ of the Village shall be entitled to all 
earned and unused vacation time. 
ARTICLE IX 
SICK LEAVE 
Section 1: Employees shall be entitled to one (1) sick leave day per month for a total 
of twelve (12) sick leave days per year, which may be accumulated to a maximum of one hundred 
sixty-five (165) days. The Board of Trustees of the Village, in its discretion, may grant individual 
employees additional sick leave. 
Section 2: It shall be the obligation of the employee in the event of illness, to contact 
the Village prior to the start of the work day to advise it of histher absence. The Village shall 
maintain a twenty-four (24) hour phone answering tape machine for such purposes. Failure of the 
employee to contact the Village may subject the employee to loss of that day's pay. 
Section 3: Employees who are absent from work for four (4) or more days shall be 
required to furnish a doctor's note on their return to work. 
Section 4: In cases where the Village reasonably believes that an employee is 
abusing sick leave, it may require the employee to furnish a doctor's note for each absence. Such 
notice shall be given to the employee in writing and a copy of the notice shall be furnished to the 
Shop Steward. The requirement for furnishing a doctor's note shall be for a period of six (6) 
months, provided the Village no longer reasonably believes that the employee is abusing sick 
leave. 
Section 5: Each employee shall receive an annual report from the Village of histher 
accumulated sick leave. 
Section 6: Upon separation, except for cause, any employee shall be reimbursed for 
hisher accumulated unused sick leave at the employee's then current rate of pay. In the event 
that an employee is terminated from employment with the Village after being found guilty of 
disciplinary charges which caused hislher termination, such employee shall not be entitled to be 
paid for accumulated unused sick leave. 
Section 7: 
A. Employees who have accumulated one hundred sixty-five (165) days of unused 
sick leave shall receive the following annual bonus for unused sick days: 
Unused Sick Davs 
12 days 
11 days 
10 days 
9 days 
8 days 
7 days 
6 days 
Bonus 
$200.00 
$1 50.00 
$1 25.00 
$1 00.00 
$ 75.00 
$ 50.00 
$ 25.00 
The determination of unused sick leave shall be based upon the Village's fiscal year (June 
1 - May 31) and shall be payable in the first payroll of July subsequent to the fiscal year. 
B. Effective June 1, 2006, the following annual attendance incentive shall also be in 
effect: 
Employees shall be entitled to a lump sum attendance bonus payable in the 
second pay period in June, beginning in June of 2007, as follows: 
Sick Days Used 
0 
1 - 2  
3 + 
Bonus 
$600.00 
$300.00 
$ - 0 -  
Section 8: Elective surgery shall not be scheduled by an Employee prior to 
consultation with the Village Administrator. This Section shall not include Workers' Compensation 
illnesses or injuries. 
ARTICLE X 
PERSONAL LEAVE 
Section 1: Each employee in the negotiating unit shall be allowed a maximum of three 
(3) days leave with pay each year for urgent personal reasons, other than personal sickness or 
injury such as, but not necessarily limited to: 
1. The observance of religious holidays; 
2. Sudden illness or accident in the immediate family; 
3. A required court appearance; and 
4. Extreme weather conditions rendering travel from distant points excessively 
hazardous. 
Section 2: The approval of the employee's supervisor shall be required before 
personal leave shall be allowed and, in other than emergency situations rendering advance notice 
impossible, requests for personal leave shall be submitted at least three (3) days in advance 
except that one (1) day of such leave may be taken each year without specification by the 
employee of the reason therefor. It is the intent of the parties to this Agreement that personal 
leave shall be used sparingly and only for urgent personal business which cannot be attended to 
on a day or at a time other than a working day during working hours. 
Section 3: Employees shall be entitled to the following annual bonus for unused 
personal days: 
Unused Personal Davs 
3 days 
2 days 
1 day 
Bonus 
The determination of unused personal leave shall be based upon the Village's fiscal year 
(June 1 - May 31) and shall be payable in the first payroll of July subsequent to the fiscal year. 
ARTICLE XI 
BEREAVEMENT LEAVE 
Section 1: The employees shall be granted up to four (4) consecutive working days of 
bereavement leave for a death in the immediate family. This leave shall apply from the day of 
death to the day of the funeral. 
Section 2: The immediate family is defined as: spouse, child, parent, mother-in-law, 
father-in-law, brother or sister, and grandparent. 
Section 3: For any bereavement days other than those described above, an employee 
may take up to five (5) days total, charged to sick leave or personal leave. 
ARTICLE XI1 
LEAVE OF ABSENCE 
Employees may be granted a leave of absence for good cause and upon written 
application to the Village, provided, however, that the granting of such leave shall be within the 
Village's sole and uncontrolled discretion. If an employee does not report back to work at the 
expiration of any such leave of absence, hetshe shall be deemed to have voluntarily quit hislher 
job. When an employee is reinstated following a leave of absence, helshe shall be given histher 
previous seniority and classification rating. Leave of absence shall be without pay. 
ARTICLE XI11 
SENIORITY 
Section 1: An employee's seniority shall commence from the date of histher first hiring 
by the Village. 
Section 2: Lay offs shall be based upon seniority subject to the ability of the bumping 
employee to perform the work in the position to which heishe bumps. 
Section 3: Promotions and transfers shall be governed by seniority where fitness and 
ability are equal, except where otherwise controlled by the Civil Service Law. 
Section 4: All job openings in the Village shall be posted for a period of ten (10) days 
in a location accessible to all employees. Any employee who is interested in applying for said 
position shall indicate such interest in writing to the department head within the posting period. 
ARTICLE XIV 
MEDICAL INSURANCE 
Section 1 : The Village shall contribute one hundred percent (1 00%) of the individual 
and family benefits cost of the Health Care Plan currently in force for all full time employees in the 
negotiating unit, which benefits shall be continued by the Village at its expense for those 
employees who retire in the regular course under a legally adopted retirement plan. 
Section 2: The Village now provides members of the bargaining unit, their 
dependents, retirees and their eligible dependents with coverage through the New York State 
Health lnsurance Program, C.O.R.E. Plus Medical and Psychiatric Enhancements (including the 
prescription drug plan) the cost of which is fully paid by the Village. The Village shall make 
reasonable efforts to get bargaining unit members' doctors to enlist as participating providers in 
the New York State Health Insurance Program, C.O.R.E. Plus Medical and Psychiatric 
Enhancements. 
Section 3: The parties agree that there shall be established a Welfare Benefit Review 
Committee composed of representatives of the Village and members designated by recognized or 
certified bargaining agents for Village employee bargaining units. The Committee shall review 
alternate benefit plans in an effort to provide equal or better welfare benefit plan coverage for 
employees and their eligible dependents. The reports and any recommendations of the 
Committee shall be advisory, they have no authority to impose a change in any medical, dental or 
life insurance benefit or carrier. 
ARTICLE XV 
WELFARE FUND 
Effective June 1, 2004, the Village's contribution to the Welfare Fund shall be One 
Thousand Fifty ($1,050.00) Dollars per member, per year. Effective June 1, 2007, the Village's 
contribution to the Welfare Fund shall be One Thousand Seventy-Five ($1,075.00) Dollars per 
member, per year. Effective June 1, 2008, the Village's contribution to the Welfare Fund shall be 
One Thousand One Hundred ($1,100.00) Dollars per member, per year. 
ARTICLE XVI 
RETIREMENT BENEFITS 
Section 1: The Village will provide for the benefits of those employees in the 
negotiating unit the non-contributory approved "20-Year Career" Plan provided by Section 75-j of 
the Retirement and Social Security Law. 
Section 2: The Village shall provide the employees with coverage pursuant to Section 
41-j of the New York State Retirement and Social Security Law. 
ARTICLE XVll 
LIFE INSURANCE 
The Village shall provide the employees with a life insurance policy in the amount of 
Twenty Five Thousand ($25,000.00) Dollars. 
ARTICLE XVlll 
WORKERS' COMPENSATION 
Section 1: An employee in the unit who is absent as a result of an injury or illness 
sustained while employed and incurred by reason of such employment within the meaning of the 
New York Workers' Compensation Law and regulations applicable thereto shall be entitled to the 
following: 
a. During the first five (5) work days following such injury or illness, the employee 
shall utilize accrued sick leave to the extent available; 
b. If the employee's absence continues beyond the initial five day period, the 
employee shall, pending adjudication of hislher case, be entitled to up to ninety (90) calendar days 
of administrative leave (exclusive of accumulated paid leave) at full pay retroactive to the date of 
the injury, provided, however, that the Village shall be entitled to any award for lost wages by 
Workers' Compensation to the extent of any payments made hereunder; 
c. If the employee's absence continues beyond the ninety (90) day period, the 
employee shall be entitled to continue on administrative leave for up to an additional ninety (90) 
days (to a maximum cumulative total of one hundred eighty (180) days) at 80% of their regular 
base pay during such 90-day period, provided, however, that the Village shall be entitled to any 
award by Workers' Compensation to the extent of any payments made hereunder; 
d. If the employee's absence continues beyond the one hundred eighty (180) day 
period, the employee shall be entitled to continue on administrative leave for up to an additional 
six (6) months (to a maximum cumulative total of one year) at 60% of their regular base pay 
during such &month period, provided, however, that the Village shall be entitled to any award by 
Workers' Compensation to the extent of any payments made hereunder; 
e. Vacation and sick leave days shall not accrue while an employee is absent on 
administrative leave at less than full pay; 
f. During the period of absence described above, the unit member (including eligible 
dependents) shall continue to be eligible for health insurance as per Article XIV; 
g. The Board shall have the sole nongrievable discretion to extend the period of leave 
and/or waive the salary reduction requirements set forth above. 
Section 2: It shall be the obligation of the employee to report in writing any on-the-job 
injury on the day on which it occurs to the General Foreman. A copy of this written report shall be 
supplied to the Shop Steward. In the event that the employee does not report the injury on the 
day on which it occurs, the Village shall not be required to pay himjher pursuant to Section "1" 
above for the first five (5) days absent. During the said five (5) day period, the employee shall be 
entitled to use accumulated sick leave or vacation. Commencing on the sixth (6th) day of such 
absence, the Village will pay the employee hisher salary pursuant to Section 1 of this Article. 
Section 3: Upon notice to the Village by the carrier of the New York State Workers' 
Compensation Board that a compensation award has been made to an employee, the total 
number of days awarded shall be compared with the number of days used. If the number of days 
used is less than the number of days awarded, the Village has no claim for reimbursement from 
the employee. If the number of days used exceeds the number of days awarded, then the Village 
shall redeem the coverage from the employee at the rate of Twenty-five ($25.00) Dollars per pay 
period until overpayment is complete. The employee may, at hislher option, use accrued sick 
time or vacation time to repay the Village on a one-day returned for a one-day used basis. 
Section 4: Determination under the Workers' Compensation Law of the State of New 
York as to whether or not disability is service connected and as to the extent of such disability 
shall be conclusive as between the employee and the Village. The employee may, in the event of 
hislher continued disability, elect to utilize the remaining sick leave. 
ARTICLE XIX 
EMPLOYEE DISCIPLINE 
Section 1: The provisions of this Article shall be the sole and exclusive procedure for 
the discipline andlor discharge of all permanent employees of the negotiating unit. This procedure 
shall be in lieu of Civil Service Law Section 75 and Section 76 and any and all other statutory or 
regulatory disciplinary protection. 
Section 2: No permanent employee shall be disciplined except for just cause. 
Section 3: In the event that the Village determines to discipline an employee, a 
disciplinary interview shall be conducted by the Village with the employee. At the time of the 
interview, a Union representative shall be in attendance. 
Section 4: At the time of the disciplinary interview, the Village shall provide the 
employee subject to discipline with a written notice stating the basis for the disciplinary action. 
The employee shall sign and return a copy of said statement to the Village which shall provide the 
Union representative with a copy of the signed statement. 
Section 5: Discipline may consist of and shall be limited to the following: written 
reprimand, monetary fine not to exceed Five Hundred ($500.00) Dollars, loss of leave entitlement, 
suspension without pay or termination of employment. 
Section 6: In the event that the Village determines to implement any of the following 
disciplinary actions: monetary fine not to exceed Five Hundred ($500.00) Dollars, loss of leave 
entitlement, suspension or termination of employment, the Union shall have the right to file a 
grievance pursuant to Article XX of this Agreement. Said grievance shall be filed at Stage 2 of the 
grievance procedure. No disciplinary penalty imposed pursuant to Section 4 herein shall be 
stayed by the filing of such grievance. 
Section 7: In the event of a settlement of a disciplinary action between the parties, 
such settlement shall be in writing, a copy of which shall be acknowledged by the employee, and a 
copy shall be provided to the Union representative. 
ARTICLE XX 
GRIEVANCE PROCEDURE 
Section 1: A grievance is a claim by an employee or group of employees of the 
negotiating unit covered by this Agreement of a violation, misinterpretation, misapplication or an 
inequitable application of any section of this Agreement. 
Section 2: An employee having a grievance will discuss it orally or in writing with 
hisfher immediate supervisor either directly or through a representative and the Union, with the 
objective of resolving the matter informally. If the grievance is not resolved informally, it shall be 
reduced to writing and presented to the supervisor no later than fifteen (1 5) working days following 
the act or condition giving rise to the grievance. Within five (5) working days after the written 
grievance is presented to himlher, the supervisor shall render a report and/or decision thereon, in 
writing, and present it to the employee, hisfher representative and the Union. 
Section 3: If the employee or group of employees and Union initiating the grievance is 
not satisfied with the report and/or decision at the conclusion of Stage 1, and wish to proceed 
further under this grievance procedure, the employee, employees or Union shall present the 
grievance to the Village Administrator within ten (10) working days following receipt of the 
determination of the immediate supervisor. 
Section 4: If such grievance is not resolved to the satisfaction of the Union within 
twenty (20) working days of its presentation to the Village Administrator in Section 3, then such 
grievance shall be referred to an impartial arbitrator mutually agreed upon by all parties. In the 
event all parties are unable to agree upon an impartial arbitrator within ten (10) days after the 
referral of the matter for arbitration, then an appointment of such arbitrator shall be made by the 
American Arbitration Association under its voluntary rules and procedures. The decision of the 
arbitrator shall be final and binding upon all parties. 
Section 5: At all stages of the grievance procedure requiring the filing of a wriien 
notice with an official of the Village, such notice shall be filed with the Village Clerk who shall affix 
a time stamp thereto and return a copy of the grievance with a time stamp to the Union 
representative filing the grievance. 
ARTICLE XXI 
NO STRIKE PLEDGE 
The Union and the Village declare their adherence to the principle that differences 
between them shall be resolved by peaceful and appropriate means without interruption of 
municipal services. The Union agrees that there shall be no strikes, work stoppages or other 
concerted refusal to perform work by personnel covered by this Agreement nor any instigation 
thereof. Neither the Union, its officers or employees, nor any employee shall assert the right to 
strike against the Village, or shall advocate, assist or participate in such a strike, as prohibited by 
the Public Employment Act of 1967, as amended. 
ARTICLE XXll 
SAVINGS CLAUSE 
If any provision of this Agreement is or shall at any time be declared to be contrary to law, 
then such provision shall not be applicable or performed or enforced and all other provisions of 
this Agreement shall continue in full force and effect. 
ARTICLE XXlll 
MATTERS NOT COVERED 
The parties agree that to the extent agreement is possible on negotiable items it has been 
reached in this Agreement and that negotiations will not be reopened on any item, whether 
contained in this Agreement or not, during the term of this Agreement. 
ARTICLE XXlV 
MANDATORY CLAUSE 
ANY PROVISION OF THIS AGREEMENT REQUIRING LEGISLATIVE ACTION TO 
PERMIT ITS IMPLEMENTATION BY AMENDMENT OF LAW OR BY PROVIDING ADDITIONAL 
FUNDS THEREFORE, SHALL NOT BECOME EFFECTIVE UNTIL THE APPROPRIATE 
LEGISLATIVE BODY HAS GIVEN ITS APPROVAL. 
ARTICLE XXV 
SAFETY CLAUSE 
Section 1: The Village shall maintain the facilities and equipment in a safe condition 
so as to not endanger the health and safety of employees. 
Section 2: Employees represented by the Union shall give immediate written notice to 
the Village of any dangerous condition. 
Section 3: The Village and the Union shall establish a Joint Safety Committee to 
discuss problems that may arise concerning health and safety of the Village and employees. The 
committee shall meet upon mutual agreement. 
ARTICLE XXVl 
UNIFORMS 
Section 1: Uniforms shall be worn at work and the committee shall establish 
standards. 
Section 2: Effective in June of 2006, the Village shall provide each member of the unit 
One Hundred ($100.00) Dollars each June to offset the cost of purchasing P.E.S.H. approved 
safety boots. 
Section 3: Members of the unit shall be required to wear approved safety boots, I.D. 
badges (provided by the Village) and approved uniforms at all times while on duty. Any unit 
member who fails to do so may be disciplined including, but not limited to, being sent home to 
change into the approved uniform and being docked for the time they are absent from work to do 
SO. 
ARTICLE XXVll 
SUBSTANCE ABUSE 
The parties agree to the Substance Abuse, Treatment and Discipline program attached 
hereto as Appendix "B" (22 pages) and to the random drug testing policy attached hereto as 
Appendix "C", which shall be effective September 1, 2006. 
ARTICLE XXVlll 
TERM OF CONTRACT 
The term of the Agreement shall be sixty (60) months. The term shall commence on June 
1, 2005 and terminate on May 31,201 0. 
FOR LOCAL 456, I.B.T. 
- - 
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APPENDIX "B" 
EMPLOYEE TREATMENT AND DISCIPLINE POLICY 
CONTROLLED SUBSTANCE AND ALCOHOL TESTING 
Section 1 : Statement of Policy 
The Employer (Village of Sleepy Hollow) and the Union (Local 456, I.B.T.) recognize that 
the use and possession of intoxicating and controlled substances in the work place constitutes a 
serious threat to the health and safety of all employees. The Employer and the Union are 
desirous of maintaining a safe, healthy and productive work environment for all employees. To 
that end, the Union recognizes the Employer's right to promulgate a written policy regarding the 
illegal use and possession of intoxicants and controlled substances by employees. 
Section 2: TreatrnentlEmployee Assistance Program 
The Employer and the Union recognize that an effective employee assistance program is 
a crucial component of the substance abuse policy. Employees with substance abuse problems 
are strongly encouraged to voluntarily seek self help through an Employee Assistance Program 
(EAP). The Teamsters Employee Assistance Program (TEAP) may be utilized by employees and 
will provide information, guidance and treatment for problems and illness on a confidential basis. 
Employees with substance abuse problems who do not voluntarily seek the assistance of an 
Employee Assistance Program in accordance with the terms of this Policy, or are found in 
violation of this Policy, shall be subject to discipline to the fullest extent permissible pursuant to the 
disciplinary procedure. Employees with substance abuse problems who voluntarily participate in 
the program, or those employees who are not subject to the U. S. Department of Transportation 
(DOT) Regulations and are referred to the program through the disciplinary procedure, shall be 
subject to the conditions as set forth below. 
The Employer recognizes that an Employee Assistance Program handles many problems 
in addition to that of substance abuse. The relationship between the employee and an EAP is, 
and continues to be, of a confidential nature except as specifically provided herein. 
Section 3: Voluntary Referral 
A. Em~lovees Assistance Proaram 
Employees who voluntarily seek treatment for substance abuse in an Employee 
Assistance Program shall notify either the Mayor, the Union or the Employee Assistance Program 
(hereinafter referred to as the "EAP) of their desire to participate in the program. In the event the 
employee notifies the Union or the EAP, the Union or the EAP shall immediately notify and meet 
with the Mayor. If the employee notifies the Mayor, the ~ a ~ o r  shall notify the Union or the EAP 
selected by the employee who shall immediately meet with the Mayor. At this meeting the 
following items will be discussed and agreed to: 
B. Conditions 
The employee, the Mayor, the Union and the EAP shall sign an agreement 
accepting the terms and conditions under which the employee may participate in the EAP 
program. The agreement shall state the length and type of treatment and the employee's 
obligation to follow the requirements of the program. In addition, the employee shall indicate 
hisfher understanding and agreement to the release of information to the Union, the Mayor and 
EAP regarding histher participation in the program. The agreement and information concerning 
the employee's participation in the EAP shall be confidential and maintained in a manner to 
restrict access only to the employee, the Mayor, the Union and the EAP. Annexed to this 
Agreement as Form "8-36 is the Form Agreement which contains two pages (page 37 and 38) 
which shall be used for this purpose. 
C. Civil Service Status 
In the event the employee is serving in hislher probationary period, the employee 
shall agree in writing to hold in abeyance the remainder of such probationary period until the 
employee returns to full duty. For employees who are serving in their probationary period, the 
Form Agreement annexed to this agreement as Form "B-38" shall apply which contains two pages 
(page 40 and 41). Conditions for leave of absence and continued tenure with the Village may 
vary depending on the civil service status of the employee, i.e. temporary, provisional, etc. 
D. Pav Status 
During the time of attendance in EAP and until such time as the Substance Abuse 
Professional (S.A.P.) advises the Village that the employee may return to work, the employee may 
use accumulated sick leave; and upon exhaustion of sick leave the employee may use 
accumulated personal and vacation leave. Upon exhaustion of any time balances the employee 
may have, the employee shall be placed on an unpaid leave of absence for the duration of EAP in 
facility treatment. 
E. Release of Medical Information 
The EAP shall provide the Mayor on a periodic basis, or at the request of the 
Employee or EAP, the following information concerning the employee's progress in the EAP: 
- The nature and duration of the in-facility treatment; 
- The nature and duration of outpatient treatment; 
- Progress reports as to the employee's status in the program. 
This information is confidential and shall be released by the EAP only to the Mayor and 
representatives designated by the Union. 
F. Return to Work Following Inpatient Treatment 
Upon the employee's return to work, the EAP shall provide the Mayor and the 
Union representative with information concerning the nature of the employee's outpatient 
treatment including date, time and location of required attendance in an outpatient treatment 
program. In the event the employee violates the rules and procedures of the EAP, including by 
way of example but not limitation, testing positive in a drug screening conducted pursuant to such 
rules and procedures of the EAP, the EAP shall notify the Mayor and the representatives of the 
Union of such violation. Thereafter, the EAP, the Union, the employee and the Mayor all discuss 
and agree on additional treatment for the employee or other action as may be required (Form "B- 
40n, page 42). , 
Section 4: Discipline 
A. Performance Problems/Misconduct 
An employee who commits an act of misconduct or whose work performance is 
unsatisfactory is subject to discipline. Disciplinary actions shall be conducted as provided in the 
disciplinary procedure. Employee participation in an EAP does not preclude the imposition of 
disciplinary penalty, if appropriate (Form 8-41! pages 43 and 44). 
B. Emplovee Admits Problem with Substance Abuse 
If during the disciplinary process prior to imposition of penalty, the employee 
voluntarily admits to a substance abuse problem and to the misconduct or unsatisfactory work 
performance alleged, the employee shall be referred to an EAP for treatment. The disciplinary 
penalty for the misconduct or unsatisfactory work performance may be held in abeyance pending 
completion of EAP treatment or, if appropriate, may be imposed. If the employee does not admit 
to the alleged misconduct or unsatisfactory work performance, the disciplinary matter shall be 
decided pursuant to the disciplinary procedure and the disciplinary penalty, if any, shall be 
imposed. 
The rights of the employee, the Employer and the Union with regard to disciplinary action 
shall be as provided in the contractual disciplinary procedure and nothing contained in this policy 
and procedure shall be construed to affect those rights. 
C. Referral to EAP 
Upon referral to EAP, the employee, the Mayor and the Union and the EAP, shall sign an 
agreement accepting the terms and conditions of the EAP program. The agreement shall state 
the length and type of treatment, the employee's obligation to follow the requirements for the 
program, and that the employee shall be subject to disciplinary action for failure to adhere to the 
program. In addition, the employee shall indicate hisher understanding and agreement to release 
of information to the Mayor and the Union regarding hisher participation in the program. The 
agreement and information conceming the employee's participation in the EAP shall be 
confidential and maintained in a manner to restrict access only to the employee, the Mayor and 
the Union. Annexed to this Agreement as Form "B-36" (page 37 and 38) is the Form Agreement 
which shall be used for this purpose. 
During the time of attendance in EAP treatment, the employee may use accumulated sick 
leave; and upon exhaustion of sick leave, the employee may use accumulated personal and 
vacation leave. Upon exhaustion of time balances the employee may have, the employee shall be 
placed on an unpaid leave of absence for the duration of EAP treatment. 
D. Return to Work Followinq ln~atient Treatment 
Upon returning to work, the EAP shall provide the Mayor with information 
conceming the nature of the employee's outpatient treatment including date, time and location of 
required attendance in an outpatient treatment program. In the event the employee tests positive 
in a drug screening conducted pursuant to the rules and procedures of the EAP, the EAP shall 
notify the Mayor and the Union of such positive test result. Thereafter, the EAP, the Union, the 
employee and the Mayor shall discuss and agree on additional treatment for the employee or 
other action as may be required. 
Section 5: Drug Testing 
If an employee while on duty exhibits a physical condition, conduct or pattern of erratic 
behavior which indicates that the employee is under the influence of an intoxicating substance, 
and the employee's supervisor, who is qualified pursuant to D.O.T. Regulations, has reasonable 
cause to believe, based on direct observation of the employee's conduct, performance or behavior 
which indicates that the employee is under the influence of an intoxicating substance, or if the 
supervisor is provided with information from a reliable and credible source which is independently 
corroborated that the employee is engaging in use of or is under the influence of intoxicating 
substances while on duty, or that the employee is engaging in illegal use, possession, distribution 
or sale of a controlled substance or drug on duty, the supervisor shall meet with the employee and 
give the employee an opportunity to explain the conduct, performance and behavior. If the 
employee does not indicate a problem with substance abuse and the supervisor believes, based 
on reasonable cause, that the employee is under the influence of an intoxicating substance, the 
supervisor shall immediately make an oral report to the ~ a y o r  detailing the conduct, performance 
or behavior problems which causes the supervisor to believe the employee may be under the 
influence of an intoxicating substance. The details of any dealings with the employee concerning 
hisher conduct, performance or behavior shall be included in a written report to the Mayor from 
the supervisor. The Mayor shall decide after review and consultation on the report, whether there 
is reason to investigate for purposes of ascertaining if available facts objectively indicate 
reasonable suspicion exists to pursue the inquiry. This may include meeting with the employee 
for purposes of providing the employee an opportunity to explain hisher conduct, performance or 
behavior. In the event such a meeting is held, the employee may request that a Union 
representative andlor legal counsel attend the meeting, but in no event shall the meeting be 
delayed for more than two (2) hours to accommodate the request. The investigation of the 
employee's behavior shall be confidential with due consideration for the dignity and privacy of the 
employee. 
Where reasonable suspicion is based on observations by a confidential informant, defined 
as an employee or agent of a governmental law enforcement or the Employer, the identity of the 
source shall not be disclosed, except for the name of the governmental agency involved. The 
Employer shall not be required to reveal the identity of a confidential informant in any proceeding, 
nor can evidence supplied by a confidential informant be suppressed because of refusal to identify 
the name of the source. 
A direction to an employee to submit to drug or alcohol testing shall not be based solely on 
information provided by a confidential informant. 
If the Mayor decides that the employee should be referred for drug or alcohol testing, the 
following procedure shall be followed: 
(a) The employee shall be ordered to immediately submit to a drug andlor alcohol test 
and at the same time the employee shall be given a brief written statement of the basis for 
reasonable suspicion. Refusal to submit to the test or to cooperate during the testing procedure 
shall constitute grounds for disciplinary action. 
(b) If the employee is ordered to submit to a test based on reasonable suspicion, the 
employee will be advised of the right to have a Union representative present for collection of the 
sample, but in no event shall collection be delayed for more than two (2)  hours to accommodate 
the presence of a Union official. 
(c) Disputes concerning the matter of reasonable suspicion to order a test will be 
referred to the contractual disciplinary review procedure in connection with charges preferred 
against the employee. 
(d) The sample given by the employee shall be collected under the supervision of an 
agent designated by the Mayor. Where practicable, the sample shall be collected at the 
designated agent's office or facility, or if said officelfacility is not available, at a location designated 
by the Mayor for such purpose. The sample collection process shall be confidential with due 
regard for the dignity and privacy of the employee, and shall be performed in accordance with 
standards promulgated by the NIDA. During the course of the collection process, the employee 
shall cooperate with requests for information concerning use of medications and acknowledgment 
of giving of the specimen. 
(e) The employee shall provide a urine sample for purposes of testing for drugs or 
controlled substances other than alcohol. The employee shall provide a sufficient amount of the 
sample to allow for an initial screening, a confirmatory test, and for later testing if requested by the 
employee. In the event an insufficient sample is provided, the employee's abilrty to have a second 
test performed may be adversely impacted. 
( f )  In the event the employee is ordered to submit to a test for the presence of 
alcohol, the employee shall submit to a breathalyzer test to be administered by an agent 
designated by the Mayor. 
(g) There shall be no direct observation of g i h g  of a urine sample unless there is 
reason to believe that the sample may be tampered with, in which event direct observation shall 
be made by a person of the same gender as the employee giving the sample. 
(h) In the case of urine, the sample given shall be divided into two aliquot. The 
sample will be given to a monitor who will mark and seal each sample to preserve the chain of 
custody of the samples. Thereafter, the samples shall be transported to the testing laboratory in a 
manner which shall insure the integrity and chain of custody of each sample. 
(i) Both samples shall be delivered to a laboratory selected by the Employer which 
shall be duly licensed or certified for drug testing purposes by the NIDA. One sample shall be 
used for purposes of testing by the laboratory and the second sample shall be maintained by the 
laboratory in accordance with recognized procedures for purposes hereafter described. 
(j) The designated laboratory shall initially perform the enzyme multiplied 
immunoassay test (EMIT) on the sample for the presence of drugs or controlled substances. A 
sample which tests positive shall be retested by the laboratory using the gas chromatography 
mass spectroscopy test (GC-MS). A test shall be deemed positive for the presence of drugs in 
accordance with standards issued by the NIDA. 
(k) In the event the confirmatory GC-MS test result is negative, then the sample shall 
be deemed negative for the presence of prohibited substances and no report shall be made to the 
Mayor or to the employee on the test results and the existence of test or its results shall not be 
used in any manner in any proceeding between the Employer and the employee. if the 
confirmatory GC-MS test result is positive, the laboratory shall provide copies of the test results to 
the Mayor, the employee, the Union and the employee's representative. 
Section 6: Employee Request for Retesting 
(a) After collection and testing, both samples shall be maintained by the Employer's 
designated laboratory in accordance with appropriate procedures for a period of time to be agreed 
to by the parties. 
(b) After the employee receives notice of a confirmed positive test from the Employer's 
laboratory, the employee may make written request within seventy-two (72) hours to the 
Employer's designated laboratory for a test of the second sample. The employee may request 
that the second sample be sent to a laboratory selected by the employee which shall be duly 
licensed or certified for drug testing purposes by the NIDA. The selected laboratory shall be 
responsible for pick-up and transport of the sample, and it shall insure chain of custody. The 
employee shall be responsible for all costs associated with the second test and shall make 
arrangements for payment with the selected lab. The second test for confirmation of the first 
positive result shall be deemed positive for the presence of intoxicating substances in accordance 
with standards issued by the NIDA. The results of the second test shall be sent to the Mayor, the 
employee, the Union and the employee's representative. 
Section 7: Continuation of Disciplinary Procedure 
If the results of the two (2) tests administered, as referred to in Sections 5-f and 5-j above, 
are positive for the presence of a prohibited substance, the employee shall be subject to discipline 
which may include termination when legally permissible. Regardless of the test results, the 
employee may also be subject to disciplinary action for the misconduct or unsatisfactory work 
performance for which the employee was originally called before the supervisor. 
Section 8: Mandatory Testing Following Work place Accident 
Any employee who is involved in a work place accident which results in personal injury to 
any individual andlor substantial damage to equipment, machinery or a facility may be required to 
submit to a mandatory drug test as provided in this procedure. Refusal on the part of the 
employee to submit to the drug test shall be considered as misconduct and shall subject the 
employee to disciplinary action. 
Section 9: Failure to  Follow EAP Conditions 
A. Oriqinallv Voluntarily Self-Referral 
If the employee was a voluntary self-referral pursuant to Section 3 above and the 
employee violates any of the original or subsequent conditions set forth in the EAP agreement, or 
if the employee tests positive in a prohibited substance screen conducted by the EAP, or if the 
employee voluntarily admits a violation of the EAP conditions, the EAP shall provide the Mayor, 
the employee and the Union with recommendations for remedial treatment or other appropriate 
action. The remedial treatment may consist of additional outpatient or inpatient treatment. In the 
event the employee is required to undergo additional inpatient treatment, the employee may use 
accumulated sick leave; and upon exhaustion of sick leave, the employee may use accumulated 
personal and vacation leave. Upon exhaustion of leave time balances or in the event the 
employee has no accumulated leave time, the employee shall be placed on an unpaid leave of 
absence pursuant to Section 73 of the Civil Service Law for the period required for inpatient 
treatment, but not in excess of one (1) year. 
The EAP Agreement originally signed by the employee shall be amended to include any 
modification of treatment and/or additional conditions placed on the employee. 
B. Orininallv Disci~linarv Referral 
(1) Voluntarily Admits Violation of EAP Conditions 
If the employee was originally referred to EAP as a result of a disciplinary action taken as provided 
in Subsection 4 above and the employee voluntarily admits to violation of any of the original or 
subsequent conditions set forth in the EAP Agreement, the EAP shall provide the Mayor, the 
employee and the Union with recommendations for remedial treatment or other appropriate 
action. The remedial treatment may consist of additional outpatient or inpatient treatment. The 
Mayor shall review the disciplinary penalty being held in abeyance and may implement such 
penalty in full or in part, or take other action the Employer deems necessary. If the employee is 
permitted to undergo additional inpatient treatment, the employee may use accumulated sick 
leave, and upon exhaustion of sick leave, the employee may use accumulated personal and 
vacation leave. Upon exhaustion of leave time balances or in the event the employee has no 
accumulated leave time, the employee shall be placed on an unpaid leave of absence pursuant to 
Section 73 of the Civil Service Law for a minimum period required for treatment, but not in excess 
of one (1) year. The EAP agreement originally signed by the employee shall be amended to 
include any modification of treatment andlor additional conditions placed on the employee. 
(2 )  Violation of EAP Condition not Voluntarily Disclosed 
If the employee was originally referred to EAP as a result of a disciplinary action taken as 
provided in Section 4 above, and the employee violates any of the original or subsequent 
conditions set forth in the EAP Agreement, or if the employee tests positive in a drug screening 
conducted by EAP, the EAP shall provide the Mayor, the Union and the employee with 
recommendations for remedial treatment or other appropriate action. The remedial treatment 
may consist of additional outpatient or inpatient treatment. The Employer shall review the 
disciplinary penalty being held in abeyance and shall implement such penalty in full or in part, or 
take other action the Employer deems necessary. If the employee is permitted to undergo 
additional inpatient treatment, the employee shall be placed on an unpaid leave of absence 
pursuant to Section 73 of the Civil Service law for a minimum period required for in patient 
treatment, but not in excess of one (1) year. 
The EAP Agreement originally signed by the employee shall be amended to include any 
modification of treatment and/or additional conditions placed on the employee. 
C. Discoverv of Failure to Follow EAP Conditions in a Subseauent Disciplinarv Matter. 
Employees who are in an EAP voluntarily or as the result of a disciplinary matter who 
engage in misconduct or poor work performance and/or are discovered to have violated EAP 
conditions shall be subject to the disciplinary process for the misconduct or poor work 
performance andlor violation of the EAP conditions. 
Section 10: Third Request for Treatment 
An employee who is found, by voluntary admission or testing, to be under the influence of 
an intoxicating substance after two (2) prior opportunities for treatment may be subject to 
termination or be given an opportunity to resign hidher position. There is no requirement that the 
Employer to allow EAP treatment to an employee for substance abuse after two (2) prior 
treatment opportunities. In the event that the employee has at any time during this procedure 
elected to use the services of the TEAP, the TEAP is not required to provide services to the 
employee for a third instance of alcohol andlor drug abuse. 
Section 11: Review of Policy and Procedure 
The Employer and the Union agree to meet periodically to review, and if appropriate agree 
to amend this procedure to insure. that it remains consistent with current State and Federal law. 
Section 12: The Mayor may designate a qualified supervisor, qualified pursuant to 
Section 382.603 of the Federal Motor Carrier Regulations, to assume the administration of this 
Policy. 5382.603. Training for supervisors. 
Each employer shall ensure that all persons designated to 
supervise drivers receive at least 60 minutes of training on alcohol misuse 
and receive at least an additional 60 minutes of training on controlled 
substances use. The training will be used by the supervisors to determine 
whether reasonable suspicion exists to require a driver to undergo testing 
under 9382.307. The training shall include the physical, behavioral, 
speech, and performance indicators of probable alcohol misuse and use of 
controlled substances." 
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FORM "B-36" 
TERMS AND CONDITIONS 
VILLAGE OF SLEEPY HOLLOW 
and 
LOCAL 456, I.B.T. 
EMPLOYEE VOLUNTARY PARTICIPATION IN 
SUBSTANCE ABUSE TREATMENT PROGRAM 
Employee Name: 
Inpatient Treatment Program: 
Period of Attendance: 
AGREEMENT TO CONDITIONS: 
1, , understand and agree to the 
following conditions concerning my participation in an Employee Assistance Program 
(hereinafter referred to as "EAP") in connection with my substance abuse problem. I 
understand and agree that I shall adhere to all requirements of the 
Treatment Program which I will attend from 
t o . I understand and agree 
that the information concerning my participation and status in this treatment program will be 
released to the Mayor, a representative of Local 456, I.B.T. and a representative of the 
Employee Assistance Program (EAP). I also understand and agree that I will be tested for 
intoxicants and controlled substances during my participation in the treatment program and that 
the results of any such tests will be released to the persons described above. 
FORM "B-36" (Page 2 of 2) 
I have read the terms and conditions concerning my participation in an outpatient 
treatment program which are set forth in Part B of this document. I accept and agree to the terms 
and conditions concerning outpatient treatment. 
ACCEPTED AND AGREED TO: 
Dated: 
(Signature of Employee) 
(Print Name) 
REVIEWED AND AGREED TO: 
FOR TEAMSTERS LOCAL 456, I.B.T. 
(Signature) 
(Print Name) 
(Date) 
FOR THE VILLAGE OF SLEEPY HOLLOW 
(Signature) 
(Print Name) 
(Date) 
FOR THE EAP 
Date: 
~p (Signature) 
(Print Name) 
FORM "B-14" - PART B -TERMS AND CONDITIONS 
EMPLOYEE PARTICIPATION IN OUTPATIENT 
TREATMENT PROGRAM 
Employee Name: 
Outpatient Treatment Program: 
Day, Time and Location of Attendance: 
AGREEMENT AND CONDITIONS: 
1, , understand and agree to the 
following conditions in connection with my return to duty and participation in the above-referenced 
outpatient treatment program. I understand and agree that I shall adhere to all requirements of 
the Treatment Program which I will attend on the day@), 
time(s) and location stated above. I understand and agree that information concerning my 
participation and status in this treatment program will be released to the Mayor, a representative 
of the Union and a representative of the Teamsters Employee Assistance Program (TEAP). I also 
understand and agree that I will be tested for intoxicants and controlled substances during my 
participation in the treatment program and that the results of any such tests will be released to the 
persons described above. 
ACCEPTED AND AGREED TO: 
Dated: 
(Signature of Employee) 
REVIEWED AND AGREED TO: 
FOR TEAMSTERS LOCAL 456,1.B.T FOR VILLAGE OF SLEEPY HOLLOW 
(Signature) (Signature) 
(Print Name) (Print Name) 
(Date) (Date) 
FOR THE EAP 
(Signature) (Print Name) 
39 
FORM "6-38" 
(Page 1 of 2) 
TERMS AND CONDITIONS 
VILLAGE OF SLEEPY HOLLOW 
and 
LOCAL 456, I.B.T. 
PROBATIONARY EMPLOYEE PARTICIPATION IN 
SUBSTANCE ABUSE TREATMENT PROGRAM 
Employee Name: 
Title: 
Inpatient Treatment Program: 
Period of Attendance: 
AGREEMENT TO CONDITIONS: 
1, , understand and agree to the following 
conditions conceming my participation in an Employee Assistance Program (hereinafter "EAP) in 
connection with my substance abuse problem. I understand and agree that information 
conceming my participation and status in this treatment program will be released to the Mayor, a 
representative of the Union and a representative of the Teamster Employee Assistance Program 
(TEAP). I understand and agree that I will be tested for intoxicants and controlled substances 
during my participation in the treatment program and that the results of any such tests will be 
released to the person described above. 
I have read the terms and conditions concerning my participation in an outpatient 
treatment program which are set forth in Part B of this document. I accept and agree to the terms 
and conditions concerning outpatient treatment. 
(Page 2 of 2) 
FORM "9-38" 
I further understand and agree that the period of my probationary service shall be held in 
abeyance during the time of my participation in the treatment program and until my return to full 
duty employment with the Village; that is, until I am able to return to full duty employment with the 
Village of Sleepy Hollow, I will not accrue any further time for purposes of my probationary period 
in my title. 
ACCEPTED AND AGREED TO: 
Dated: 
(Signature of Employee) 
REVIEWED AND AGREED TO: 
FOR TEAMSTERS LOCAL 456, I.B.T. FOR VILLAGE OF SLEEPY HOLLOW 
(Signature) (Signature) 
(Print Name) (Print Name) 
(Date) (Date) 
FOR THE EAP 
- - (Signature) 
Date: 
(Print Name) 
FORM "B-40" 
TERMS AND CONDITIONS 
EMPLOYEE PARTICIPATION IN OUTPATIENT 
TREATMENT PROGRAM 
Employee Name: 
Title: 
Outpatient Treatment Program: 
Day, Time and Location of Attendance: 
AGREEMENT AND CONDITIONS: 
1, , understand and agree to the 
following conditions in connection with my return to duty and participation in the above-referenced 
in-facility treatment program. I understand and agree that I shall adhere to all requirements of the 
Treatment Program which I will attend at the location 
stated above. I understand and agree that information concerning my participation and status in 
this treatment program will be released to the Mayor, a representative of the Union and a 
representative of the Teamsters Employee Assistance Program (TEAP). I also understand and 
agree that I will be tested for intoxicants and controlled substances during my participation in the 
treatment program and that the results of any such tests will be released to the persons described 
above. 
ACCEPTED AND AGREED TO: 
Dated: 
(Signature of Employee) 
REVIEWED AND AGREED TO: 
FOR TEAMSTERS LOCAL 456,1.B.T 
(Signature) 
(Print Name) 
(Date) 
FOR THE EAP 
(Signature) 
FOR VILLAGE OF SLEEPY HOLLOW 
(Signature) 
(Print Name) 
(Date) 
(Print Name) (Date) 
(Page 1 of 2) 
FORM "B-41" 
TERMS AND CONDITIONS 
VILLAGE OF SLEEPY HOLLOW 
AND 
LOCAL 456,1.B.T 
EMPLOYEE DISCIPLINARY PARTICIPATION IN 
SUBSTANCE ABUSE TREATMENT PROGRAM 
Employee 
Name: 
Title: 
Inpatient Treatment Program: 
Period of Attendance: 
AGREEMENT TO CONDITIONS: 
1, , understand and agree to the 
following conditions concerning my participation in the Village of Sleepy Hollow and Employee 
Assistance Program (hereinafter referred to as "EAP") in connection with my substance abuse 
problem. I understand and agree that information concerning my participation and status in this 
treatment program will be released to the Mayor and a representative of the Union. I understand 
and agree that I will be tested for intoxicants and controlled substances during my participation in 
the treatment program and that the results of any such tests will be released to the persons 
described above. 
I have read the terms and conditions concerning my participation in the facility and the 
outpatient treatment program which are set forth in of this document. I accept and agree to the 
terms and conditions concerning in-facility and outpatient treatment. 
I acknowledge and admit that I am guilty of the following disciplinary charges which have 
been preferred against me. 
FORM "8-41" (Page 2 of 2) 
I understand and agree that the disciplinary penalty set forth below is being held in 
abeyance at the sole discretion of the Village of Sleepy Hollow and that this penalty may be 
imposed at any time within twenty-four (24) months following my return to work at the discretion of 
the Village of Sleepy Hollow. 
ACCEPTED AND AGREED TO: 
Dated: 
(Signature of Employee) 
REVIEWED AND AGREED TO: 
FOR TEAMSTERS LOCAL 456,1.B.T FOR VILLAGE OF SLEEPY HOLLOW 
(Signature) (Signature) 
(Print Name) 
(Date) 
FOR THE EAP 
(Signature) 
(Print Name) 
(Date) 
(Print Name) 
(Date) 
PART B 
TERMS AND CONDITIONS 
EMPLOYEE PARTICIPATION IN OUTPATIENT 
TREATMENT PROGRAM 
Name of Employee 
Outpatient Treatment Program: 
Day, Time and Location of Attendance: 
AGREEMENT AND CONDITIONS: 
1, , understand and agree to the 
following conditions in connection with my return to duty and participation in the above-referenced 
outpatient treatment program. I understand and agree that I shall adhere to all requirements of 
the Treatment Program which I will attend on the day(s), 
time(s) and location stated above. I understand and agree that information concerning my 
participation and status in this treatment program will be released to the Mayor and a 
representative of the Union. I understand and agree that I will be tested for intoxicants and 
controlled substances during my participation in the treatment program and that the results of any 
such tests will be released to the persons described above. 
ACCEPTED AND AGREED TO: 
Dated: 
(Signature of Employee) 
REVIEWED AND AGREED TO: 
FOR TEAMSTERS LOCAL 456,1.B.T FOR VILLAGE OF SLEEPY HOLLOW 
- - -  (Signature) 
(Print Name) 
(Date) 
FOR THE EAP 
(Signature) 
(Print Name) 
(Date) 
(Signature) (Print Name) (Date) 

APPENDIX "C" 
VILLAGE OF SLEEPY HOLLOW 
DRUG AND ALCOHOL TESTING POLICY 
AND EDUCATION MATERIALS 
INTRODUCTION 
The United States Department of Transportation (the "DOT") has issued regulations (40 CFR 
Part 40) pursuant to the Omnibus Transportation Employee Testing Act of 199 1 and individual 
DOT agency rules requiring employers to implement a comprehensive drug and alcohol testing 
program for certain commercial motor vehicle drivers. The term "employer" means any person 
(including the United States, a State, District of Columbia or a political subdivision of a State) 
who owns or leases a commercial motor vehicle or assigns persons to operate such a vehicle. 
It is the Village of Sleepy Hollow's (hereinafter referred to as "Employer" or "Village") 
intention to fully comply with the Omnibus Act and DOT regulations governing drug and 
alcohol testing, and the requirements of the DOT regulations are hereby incorporated into this 
policy. In the event DOT regulations are amended, this policy and the applicable term(s), 
condition(s) and/or requirement(s) of this policy shall be deemed to have been amended 
automatically at that time, without the need of redrafting in order to reflect and be consistent 
with DOT'S regulations. 
The Village shall arrange for training of all supervisors who may be called upon to determine 
whether reasonable suspicion exists to test a driver for alcohol misuse or control substance 
abuse. 
PURPOSE 
To provide for a work environment free of drugs and alcohol among employees performing 
safety-sensitive driving and driving-related h c t i o n s  and to ensure the Village's compliance 
with federal regulations. 
PARTICIPATION AS A REQUIREMENT OF EMPLOYMENT 
Participation in this DOT mandated drug and alcohol testing program is a requirement of 
employment for all commercial motor vehicle drivers. The Village and the Union also agree that 
this Policy shall apply to all members of the unit who may be required to operate a Village 
vehicle in the course of performing their duties. 
The Village shall establish two (2) driver pools. One pool consisting of drivers who are required 
to be tested pursuant to D.O.T. regulations for employees holding a Commercial Drivers' 
License ("CDL"), and a second pool consisting of Village employees who operate Village 
vehicles on a regular or intermediate basis, those vehicles not requiring the driver to possess a 
CDL. An employee may not be entered in both pools. Employees may not be subject to testing 
under the CDL pool and the random Village drivers' pool for the same incident or occurrence. 
Employees in both pools shall be selected for testing pursuant to the procedures established for 
D.O.T. regulations. 
SUPPLEMENT TO VILLAGE'S GENERAL POLICY 
Drivers who are employees remain subject to the prohibitions, rules and benefits of any other 
policies, practices and/or procedures of the Village with respect to the use or influence of drugs 
and alcohol, whether in force now, or implemented in the future, and should review this Policy 
as a supplement to any such general policies, practices or procedures. To the extent that there 
may be a conflict between any provision of such general policy and a provision of this Policy or 
the DOT regulations, the DOT Policy and regulations shall be controlling. 
DEFINITIONS 
"Adulterated specimen" means a specimen that contains a substance that is not expected to be 
present in human urine, or contains a substance expected to be present but is at a concentration 
so high that it is not consistent with human urine. 
"Alcohol" means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low 
molecular weight alcohols including methyl and isopropyl alcohol. 
bbAlcohol concentration (or content)" means the alcohol in a volume of breath expressed in terms 
of grams of alcohol per 21 0 liters of breath as indicated by an evidential breath test under this 
Policy. 
"Alcohol Screening test" means an analytic procedure to determine whether an employee may 
have a prohibited concentration of alcohol in a breath specimen. 
"Alcohol use" means the consumption of any beverage, mixture or preparation, including any 
medication, containing alcohol. 
"Breath Alcohol Technician (BAT)" is an individual who is certified as trained to operate an 
Evidential Breath Testing device (EBT) and who is proficient in breath-testing procedures. 
"Collection site" means a place designated by the Village where individuals present themselves 
for the purpose of providing a specimen of their urine to be analyzed for the presence of 
controlled substances, or for purposes of providing a breath sample to be analyzed for alcohol 
concentration. 
"Controlled substance" means marijuana (THC), cocaine, opiates, phencyclidine (PCP) and 
amphetamines (including metharnphetamines). 
"Commercial motor vehicles" are those which: (1) have a gross vehicle weight of over 26,000 
pounds (including combined weight if towed unit weighs over 10,000 pounds); or (2) are 
designed to transport 16 or more passengers, including the driver; or (3) are used to transport 
hazardous materials under the Hazardous Materials Transportation Act. 
"Covered employee" shall mean a CDL Driver and/or a Driver as defined herein. 
"DER (designated employer representative)" means an employee(s) authorized by the Village to 
take immediate action(s) to remove employees from safety-sensitive duties and to make required 
decisions in the testing and evaluation process. A DER also receives test results, SAP reports, 
and other communication on behalf of the Village. 
"Dilute specimen" is a urine specimen with creatinine and specific gravity values that are lower 
than expected for human urine. 
"CDL Driver", as defined by DOT regulations, means any person who operates a commercial 
motor vehicle. This includes, but is not limited to: full time, regularly employed drivers; casual, 
intermittent or occasional drivers; leased drivers and independent, owner-operator contractors 
who are either directly employed by or under lease to an employer or who operate a commercial 
motor vehicle at the direction or with the consent of an employer. For the purposes of pre- 
employmentlpre-duty testing only, the term "CDL Driver" includes a person applying to an 
employer to drive a commercial motor vehicle. 
For purposes of this Policy, the term "Driver" shall mean any member of the unit who may be 
required to operate a Village vehicle in the course of performing their duties for the Village. 
For purposes of this Policy, the term "Driver" means a Village employee holding a valid New 
York State or any other state operators license by which helshe may operate a motor vehicle. 
"Drug and Alcohol Program Manager" is an employee authorized by the Village to make 
required decisions in the testing and evaluation processes and to take immediate action(s) to 
remove employees from safety-sensitive duties. The Drug and Alcohol Program Manager also 
receives test results and other communications for the Village. 
"Performing" a safety-sensitive function means a CDL Driver and/or Driver is considered to be 
performing a safety-sensitive function during any period in which he or she is actually 
performing, ready to perform, or immediately available to perform any safety-sensitive 
functions. 
"Safety-sensitive functions" include: 
(1) All time at or on the Village's property, or on any public property, waiting to be 
dispatched, unless the CDL Driver and/or Driver has been released from duty by the 
Village; 
(2) All time inspecting, servicing or conditioning any commercial vehicle or other 
Village vehicle at any time. or inspecting equipment as required by 49 C.F.R. 55 392.7 
and 392.8; 
(3) All time spent driving a commercial motor vehicle or other Village vehicle; 
(4) All time, other than driving time, in or upon any commercial motor vehicle or other 
Village vehicle; 
(5) All time loading or unloading a vehicle, supervising, or assisting in the loading or 
unloading, attending a vehicle being loaded or unloaded; and 
(6)  All time repairing, obtaining assistance, or remaining in attendance upon a disabled 
vehicle; 
(7) Safety Sensitive Functions as defined by the Federal Highway Administration 
(FHWA) and Federal Transit Administration (FTA). 
"Substituted specimen" is a specimen with creatinine and specific gravity values that are so 
diminished that they are not consistent with human urine. 
RELEASE OF DRUG AND ALCOHOL TEST INFORMATION BY PREVIOUS 
EMPLOYERS 
The Village is required to obtain, pursuant to a CDL Driver's consent, information on the 
driver's alcohol test with a concentration result of 0.04 or greater, positive controlled substances 
test results, and rehsals to be tested, within the preceding two years. This information must be 
obtained and reviewed by the Village no later than 14 calendar days after the first time the CDL 
Driver performs safety-sensitive functions for the Village if it is not feasible to obtain the 
information prior to the driver performing safety-sensitive functions. The Village will not permit 
a CDL Driver to perform safety-sensitive hnctions after 14 days without obtaining the 
information. 
The release of any information may take the form of personal interviews, telephone interviews, 
letters or any other method of obtaining information that ensures confidentiality. The Village is 
required to maintain a written, confidential record with respect to each past employer contacted. 
The Village must obtain the CDL Driver's specific, written authorization for release of this 
information. Failure of the CDL Driver to give such consent will disqualify himher from 
employment in a position requiring the possession of a CDL. 
Drivers (Non-CDL) shall provide the Village with their name, current address, telephone 
number, social security number, driver's license identification number, date of birth and a written 
authorization allowing the Village to investigate their past driving record. Failure of a Driver to 
provide such information and a written authorization will disqualify himher from employment in 
a position requiring the possession of a driver's license. 
CONFIDENTIALITY 
All records of the Village's drug and alcohol testing programs shall be maintained in a secure 
location with controlled access, and shall be released only on the consent of the driver, pursuant 
to the Omnibus Employee Testing Act of 1991 and/or pursuant to an order of the court. 
Confidentiality and privacy will be maintained to the greatest extent possible throughout all 
stages of the testing process as well as the reporting of test results. 
PROHIBITED CONDUCT 
Drugs 
A Driver andlor a CDL Driver shall not report for duty, or remain on duty requiring the 
performance of safety-sensitive functions when helshe uses any drugs, except when the use is 
pursuant to the instructions of a physician who has advised h i d e r  that the substance does not 
adversely affect his/her ability to safely operate a commercial motor vehicle or other Village 
vehicle. 
No covered employee shall report for duty, remain on duty or perform a safety-sensitive 
function, if helshe tests positive for drugs. 
As permitted by DOT regulation, if any drugs are prescribed for therapeutic reasons by a 
licensed medical practitioner, that practitioner must certify in writing to the then-current Drug 
and Alcohol Program Manager for the Village, the employee's fitness for fulfilling the safety- 
sensitive responsibilities m r  to performing these activities. 
Alcohol 
No covered employee shall use alcohol while performing safety-sensitive functions. 
No covered employee shall perform safety-sensitive functions within four (4) hours after using 
alcohol. 
No covered employee shall report for duty or remain on duty requiring the performance of 
safety-sensitive h c t i o n s  while having an alcohol concentration of 0.04 or greater. 
No covered employee shall be on duty or operate a commercial motor vehicle or other Village 
vehicle while possessing alcohol, unless the alcohol is manifested and transported as part of a 
shipment. 
No covered employee who is required to take a post-accident alcohol test under this Policy shall 
use alcohol for eight (8) hours following the accident, or until helshe undergoes a post-accident 
alcohol test, whichever occurs first. 
Refusal to Submit to an Alcohol or Drug Test 
No covered employee shall refuse to submit to a post-accident, reasonable suspicion, random or 
follow-up alcohol or drug test. Any covered employee who makes such a refusal will not be 
permitted to perform or continue to perform any safety-sensitive functions. 
"Rehsal to Submit" to an alcohol or drug test means that a covered employee: 
1. Fails to provide adequate breath for testing without a valid medical explanation after 
receiving notice of the requirement for such testing; 
2. Fails to provide adequate urine for controlled substance testing without a valid medical 
explanation after receiving notice of the requirement for such testing; or 
3. Engages in conduct that obstructs the testing process. 
Conduct that obstructs the testing process includes tampering with or attempting to adulterate the 
specimen, failing to notify the Village that he/she is in a post-accident situation requiring testing, 
or not being immediately available for post-accident testing without a valid reason, or failing to 
report directly to the collection site after notification, and/or intentionally delaying the collection 
and testing process. 
Any covered employee who engages in a refusal to submit to an alcohol or drug test will not be 
permitted to perform or continue to perform any safety-sensitive functions and will be subject to 
disciplinary action, up to and including termination subject to the Village's collective bargaining 
agreement with a certified or recognized bargaining agent applicable to the employee, if any. 
Additional Prohibitions 
Covered employees are also prohibited from providing incorrect prior employment information 
and prior drug and/or alcohol information relating to DOT drug and alcohol testing. 
REQUIRED NOTICE 
Before performing an alcohol or drug test under this Policy, the Village shall notify the covered 
employee that the alcohol or drug test is required by DOT regulations and/or this Policy. 
AUTHORIZED USE OF CONTROLLED SUBSTANCES 
If an employee covered by this Policy undergoes prescribed medical treatment with a controlled 
substance, the employee is required to report this treatment to the Village's DER, who will take 
steps to investigate whether the employee's job assignment could be temporarily changed during 
the period of treatment or whether other accommodations may be appropriate. 
The Village requires a covered employee to make such notification as soon as possible, and prior 
to performing a safety-sensitive function, and to provide written documentation from the 
prescribing licensed medical practitioner that the medication(s) will not affect the employee's 
ability to safely operate a commercial motor vehicle or other Village vehicle. 
TESTS REQUIRED 
Covered employees will be required to submit to official drug and alcohol tests in certain 
situations including the circumstances listed below. 
1. Pre-employment. Prior to the first time the covered employee performs a safety- 
sensitive function, the driver must undergo testing for drugs. 
2. Post-accident. As soon as practicable following an accident involving a commercial 
motor vehicle or other Village vehicle, the Village will test for alcohol and drugs for each 
covered employee: 
(a) who was performing safety-sensitive functions with respect to the vehicle, if the accident 
involved the loss of human life; or 
(b) who receives a citation under State or local law for a moving traffic violation arising from 
the accident where the accident involves: (1) bodily injury to a person who, as a result of the 
injury, immediately receives medical treatment away from the scene of the accident; or (2) one 
or more motor vehicles incuning disabling damage as a result of the accident, requiring such 
vehicle(s) to be transported away fiom the scene by a tow truck or other motor vehicle. 
"Disabling damage" means damage which precludes departure of a motor vehicle fiom the scene 
of the accident in its usual manner in daylight after simple repairs. Included in such definition is 
damage to a motor vehicle that could have been driven, but would have been further damaged if 
so driven. Excluded from this definition is damage which could be readily repaired temporarily 
at the scene of the accident without special tools or parts, tire disablement without other damage 
even if no spare tire is available, headlarnp or taillight damage, or damage to turn signals, horn or 
windshield wipers which makes them inoperative. 
If an alcohol test required by this section is not administered within two (2) hours following the 
accident, the Village shall prepare and maintain on file a record stating the reasons the test was 
not promptly administered. If an alcohol test required by this section is not administered within 
eight (8) hours following the accident, the Village shall cease attempts to administer the alcohol 
test and shall prepare and maintain the same record. 
If a drug test required by this section is not administered within 32 hours following the accident, 
the Village shall cease attempts to administer a drug test, and prepare and maintain on file a 
record stating the reasons the test was not promptly administered. 
If the above conditions are met for post-accident testing, the covered employee must follow these 
steps: 
Call hislher Supervisor to report the accident. Follow existing procedures for reporting an 
accident. Helshe must let hisher Supervisor know where he or she can be reached. Record the 
date and time of the accident. 
Report the accident as required by Federal or State law. 
Nothing herein shall be construed to require the delay of necessary medical attention for injured 
people following an accident or to prohibit a covered employee from leaving the scene of an 
accident for the period necessary to obtain assistance in responding to the accident, or to obtain 
necessary emergency medical care. 
The results of a breath or blood test for the use of alcohol or a urine test for drugs, conducted by 
Federal, State or local officials having independent authority for the test a law enforcement 
officials), shall be considered to meet the requirements of this section, provided such tests 
conform to applicable Federal, State or local requirements, and that the results of the tests are 
obtained by the Village. The covered employee must notify the Village if any tests were 
performed by any such officials. 
3. Reasonable suspicion. The Village shall require a covered employee to submit to an 
alcohol test when the Village has reasonable suspicion to believe that he/she has engaged in 
prohibited behavior concerning alcohol under this Policy. The determination that reasonable 
suspicion exists to require himher to undergo an alcohol test will be based on specific, 
contemporaneous, articulable observations concerning the appearance, behavior, speech or body 
odors of the covered employee. A written record will be made of the observations used as the 
foundation for such a test. 
The Village shall require a covered employee to submit to a drug test when the Village has 
reasonable suspicion to believe that he/she has engaged in prohibited behavior concerning drugs 
under this Policy. The determination that reasonable suspicion exists to require the covered 
employee to undergo a drug test must be based on specific, contemporaneous, articulable 
observations concerning the appearance, behavior, speech or body odors of the driver. The 
observations may include indications of the chronic and withdrawal effects of drugs. 
The required observations for reasonable suspicion shall be made by a supervisor or official who 
has received at least 60 minutes of training on controlled substance use, and at least 60 minutes 
of training on alcohol misuse. The training shall cover the physical, behavioral, speech and 
performance indicators of probable alcohol misuse and use of controlled substances. 
An employee who is represented by a bargaining unit and who is requested by a supervisor to 
submit to reasonable suspicion testing may request to have a Union representative present, 
provided the employee signs a consent for the supervisor to notify the Union representative of 
the request for testing. When the suspicion involves drugs only, the Village will allow a 
maximum of two hours for the Union representative to arrive and accompany the employee 
through the collection process. When the suspicion involves alcohol only, or alcohol and drugs, 
the Union representative may be notified, but because DOT requires alcohol testing to occur in a 
timely manner, the two hour allowance will not apply. If the Union representative is not 
immediately available, helshe may have to arrange for independent transportation to the, 
collection site, as regulations do not allow for delay in the collection process. 
Nothing set forth herein shall modify or replace the reasonable suspicion procedure set forth in 
Appendix B of the collective bargaining agreement, except as may be required by law and/or 
DOT regulations in which case such statute and/or regulation shall control. 
4. Random. The Village shall randomly select a sufficient number of covered employees 
for alcohol and drug testing each calendar year, in accordance with DOT regulations. The dates 
of such tests will be unannounced and spread throughout the year. Covered employees may be 
tested for drugs at any time while on duty. However, covered employees shall only be tested for 
alcohol while performing safety-sensitive functions, just before performing safety-sensitive 
functions, or just after helshe has ceased performing such functions. When notified, covered 
employees will proceed immediately to the collection site. The probability of being randomly 
selected in the future is not changed by prior random selections. The DOT mandated 
probabilities of selection are subject to change. A covered employee may be tested multiple 
times, or not at all, during any given year. 
5. Return-to-Duty. Covered employees who have previously failed an alcohol test with a 
positive result of 0.02 - 0.039, or who have taken medical leave for voluntary rehabilitation must 
undergo a return-to-duty test before they are permitted to perform any safety-sensitive hct ions .  
A covered employee whose retest results in a positive concentration level of 0.02 or greater may 
be discharged fiom employment, subject to the provisions of the Village's collective bargaining 
agreement, if any. As required under the DOT regulations and this Policy, covered employees 
must undergo an alcohol test or drug test, depending on which sort of prohibited behavior the 
driver engaged in before a driver returns to duty requiring the performance of safety-sensitive 
functions. A covered employee required to undergo an alcohol test must obtain an alcohol 
concentration level of less than 0.02. A covered employee required to undergo a drug test must 
obtain a negative result. 
6. Follow-up. If a covered employee is not terminated for engaging in conduct prohibited 
under this Policy, and a substance abuse professional determines that helshe is in need of 
assistance in resolving problems associated with alcohol misuse or drug abuse, the Village shall 
ensure that helshe is subject to unannounced follow-up alcohol and/or drug tests as directed by 
the substance abuse professional in accordance with DOT regulations and this Policy. Such 
testing is beyond the random requirement and will be for a follow-up period that will not exceed 
five years. The follow-up testing shall consist of at least six (6) tests in the first 12 months 
following hisher return to duty. Tests may be for both drugs and alcohol, independent of the 
type of test with a positive result. 
COMPLIANCE WITH TESTING REQUIREMENTS 
An employee required by the Village to submit to a drug andlor alcohol test must proceed 
immediately to the designated facility to accomplish the urine specimen collection and/or alcohol 
test. Current employees shall be paid for all time in submitting to screening. 
An employee who rehses to submit to drug and/or alcohol tests as required by the DOT 
regulations and/or this Policy, may be subject to discipline, up to and including discharge from 
employment, subject to applicable provisions of the Village's collective bargaining agreement, if 
any. 
TESTING PROCEDURES, SAFEGUARDING THE VALIDITY OF THE TEST 
RESULTS, AND ENSURING THAT TEST RESULTS ARE ATTRIBUTED TO 
THE CORRECT INDMDUAL 
Drugs 
Testing will be conducted for the following drugs: 
Amphetamines 
Cocaine 
Marijuana 
Opiates 
Phencyclidine 
The actual drug test analysis will be conducted only at laboratories that are certified by the 
Department of Health and Human Services ("DHHS") (or other agency as required by then- 
current DOT regulations). The Village shall designate the medical facility to be used for the 
collection of the urine specimen and/or alcohol test. The Village, and vendors utilized in 
connection with drug testing, will comply with all DOT regulations intended to insure the 
accuracy and confidentiality of test results and the fair and respectful treatment of persons being 
tested. There are various testing result thresholds of the presence of drugs before they will be 
reported as a presumed positive to the Medical Review Officer ("MRO"). As required or 
permitted in certain situations, which may change from time to time as required by the DOT, a 
directly observed collection by a same-sex collector will be required. 
A urine specimen which is identified as positive on an initial test will be confirmed using gas 
chromatography/mass spectrometry techniques before results are sent by the laboratory to the 
MRO. 
When a urine specimen is identified through validity testing procedures as diluted, substituted or 
adulterated, the test result will be forwarded to the MRO. The MRO will then proceed with 
verification procedures. 
Individuals tested are in direct visual contact with their specimen until the collection process is 
complete. There are tamper-proof seals on the collection containers, initialed by the donor, and 
the specimens are sealed in tamper-proof containers with chain of custody paperwork. There is a 
rigorous "chain of custody" process that directly follows a specimen from initial collection 
through final testing. If there are unrecoverable irregularities in this process, the test is declared 
a "broken chain of custody" and it is canceled. 
All individuals who are tested must be identified via picture identification or by authorized 
Village personnel to assure that the individuals tested are the correct individuals. Social security 
or employee number are used to track the identification process. 
Alcohol 
Alcohol testing will be performed in accordance with then-current DOT regulations utilizing 
approved testing equipment and technicians. 
Breath Alcohol Technicians ("BATS") are those individuals who have successfully completed a 
course of instruction which, at minimum, provides training in the principles of the Evidential 
Breath Testing (EBT) methodology, operation and calibration checks; the fundamentals of breath 
analysis for alcohol content; and the procedures required in this part for obtaining a breath 
sample, and interpreting and recording EBT results. Final confirmation testing will be conducted 
on an EBT device (a breath testing device approved by the National Highway Traffic Safety 
Administration) which is on the "Conforming Products List of Evidential Breath Measurement 
Devices", or with other devices and procedures as may be authorized by the DOT in the future. 
There are two types of breath tests that are to be administered - a screening test and a 
confirmation test. 
The Initial Screening Test 
The first test is a screening test that is conducted by a BAT using an EBT which meets DOT 
specifications. Any result less than 0.02 BAC is considered a negative test and no fbrther testing 
is authorized. If the initial screening test is 0.02 BAC or greater, a confirmation test will be 
conducted. 
The Confirmation Test 
If the initial screening test is 0.02 BAC or greater, a confirmation test is performed by a BAT on 
an EBT which meets DOT specifications. There will be a waiting period before the confirmation 
test. This time period begins with the completion of the screening test, and shall not be less than 
15 minutes. The confirmation test will be conducted within 30 minutes of the completion of the 
screening test. This waiting period is for the driver's benefit since it is undertaken to prevent any 
accumulation of mouth alcohol leading to an artificially high reading. The EBT will have the 
capability of printing out the evidential test result. 
The BAT shall transmit all results to the Village in a confidential manner. 
A driver is given a copy of the test results. All test results are affixed with tamper evident tape to 
the testing forms. 
WHEN AN INDIVIDUAL IS SENT FOR A DRUG AND/OR ALCOHOL TEST 
The Drug and Alcohol Program Manager should call the collection site to schedule an immediate 
appointment for the drug/alcohol test. The individual selected must have the following 
information with them when they report to the collection site: 
1. A DOT chain of custody form. 
2. Alcohol testing instructions (if an alcohol test is required). 
3. A picture ID, such as a Driver's License. 
4. Directions to the collection site. 
5. The individual should be advised to have a glass or two of water before leaving for the 
testing site. In the case of a "shy bladder", the individual will have to wait as long as two hours 
at the collection site after the first attempt until helshe can provide an adequate urine specimen. 
After that period, they must provide a valid medical reason for the shy bladder which must be 
substantiated by a medical doctor. 
6. The individual being tested shall be provided with transportation to and from the testing 
site, and all time spent in transportation to and from the testing site, as well as time spent being 
tested, shall be work time. 
SHY BLADDER / SHY LUNG 
If an individual fails to provide an adequate amount of urine (or breath for an alcohol collection) 
at a collection site, the collector will note that fact in the remarks section. After notification of 
this event to the Drug and Alcohol Program Manager, the Drug and Alcohol Program Manager 
shall direct the individual to obtain, as soon as practical after the attempted provision of urine or 
breath, an evaluation from a licensed physician who is acceptable to the Village concerning the 
employee's medical inability to provide an adequate amount of urine. If the physician 
determines that there was a reasonable reason for the shy lung or bladder, it shall be provided to 
the Drug and Alcohol Program Manager in writing, and the test canceled. Otherwise, the test 
will be recorded as a ''refusal to submit". 
SPLIT URINE SAMPLES AND RETESTING OF POSITIVE DRUG TEST RESULTS 
All urine samples will be collected utilizing the split sample method. 
If a covered employee has a positive drug test result after MRO review, heishe will have the 
option to have the split specimen portion retested at any DHHS certified laboratory. This option 
can only be selected within 72 hours upon notification by the MRO or there will be no 
opportunity for a re-test. The cost of such retest shall be paid by the Village. 
MEDICAL REVIEW OFFICER (MRO) 
The Village's drug testing program will utilize a MRO, a licensed physician (medical doctor or 
doctor of osteopathy) who has appropriate knowledge of substance abuse disorders and medical 
training to interpret and evaluate an individual's confirmed positive test result together with his 
or her medical history and any other relevant biomedical information. 
The role of the MRO is to review and interpret confirmed positive test results from the 
laboratory. The MRO's review will include providing a review of the laboratory's "chain of 
custody" to ensure that it has properly tracked the handling and storage of the urine specimen. 
Verification of Positive Test Result 
In carrying out this responsibility, the MRO shall examine alternate medical explanations for any 
positive test result. This action shall include conducting a medical interview and review of the 
individual's medical history, or review of any other relevant biomedical factors. The MRO shall 
review all medical records made available by the tested individual when a confirmed positive test 
could have resulted from legally prescribed medication. 
Prior to making a final decision to verify a positive test result for an individual, the MRO shall 
give the individual an opportunity to discuss the test result with him or her. 
The MRO shall contact the individual directly, on a confidential basis, to determine whether the 
employee wishes to discuss the test result with him or her. A staff person under the MRO's 
supervision may make the initial contact, and a medically licensed or certified staff person may 
gather information from the employee. In any event, the MRO shall talk directly with the 
employee before verifying a test as positive. 
If, after making all reasonable efforts and documenting them, the MRO is unable to reach the 
employee directly, the MRO shall inform the Village of such efforts. The Village shall, as soon 
as practicable, request that helshe contact the MRO as soon as possible. If, after making all 
reasonable efforts, the Village is unable to contact the employee, the, Village may place the 
employee on temporary medically unqualified status or medical leave. 
The MRO may verify a test as positive to the Drug and Alcohol Program Manager without 
having communicated directly with the employee about the test in the following circumstances: 
1. The employee expressly declines to discuss the test; or 
2. More than five (5) days have passed since the employee was informed by the Village that 
helshe was to contact the MRO; or 
3. Other circumstances provided for in DOT agency drug testing regulations. 
Diluted, Substituted or Adulterated Specimen 
Upon receiving a laboratory report indicating the urine specimen was diluted, substituted or 
adulterated, the MRO must treat the report in the same manner as a laboratory's report of a 
confirmed positive test for a drug or drug metabolite. The MRO must then follow the procedures 
as set forth in DOT regulations for verification of the substituted or adulterated result. 
Pursuant to the DOT regulations, the MRO will conduct a verification interview, during which 
the employee will have the opportunity to present evidence of a legitimate medical explanation 
for the substituted or adulterated specimen. For the employee to meet this burden, the employee 
must produce evidence that he or she did produce or could have produced the urine through 
physiological means. Medical evidence must be medically valid, i.e., gathered using appropriate 
methodology and controls. An employee's assertion that a personal characteristic or condition 
was responsible for the result is insufficient; the employee must demonstrate that the cited 
characteristic or condition actually results in the physiological production of urine having the 
identified creatinine and specific gravity levels. 
Neither the MRO nor the Village is responsible for arranging, conducting or paying for any 
studies, examinations or analysis to determine whether the employee has established a legitimate 
medical explanation. 
If the MRO determines that the employee's explanation does not present a reasonable basis for 
concluding that there may be a legitimate medical explanation, the MRO must report the test to 
the Drug and Alcohol Program Manager as a verified refusal to test because of adulteration or 
substitution, as applicable. 
If the MRO determines that the employee's explanation may present a reasonable basis for 
concluding that there is a legitimate medical explanation, the MRO must direct the employee to 
obtain, within five (5) days, a further medical evaluation performed by a licensed physician 
("referral physician"), acceptable to the MRO, with expertise in the medical issues raised by the 
employee's explanation. In accordance with the procedures set forth in DOT regulations, the 
referral physician must make a written recommendation to the MRO regarding whether the MRO 
should determine that there is a legitimate medical explanation. The cost of such physician's 
examination directed by the MRO and report shall be paid by the employer unless otherwise 
covered by the Village's medical coverage applicable to the employee by the terms of a 
collective bargaining agreement or otherwise. 
Upon consideration of the written recommendation, the MRO must determine whether the 
employee has a legitimate medical explanation. If the MRO determines the employee does not 
have a legitimate medical explanation, the MRO must report the test to the Drug and Alcohol 
Program Manager as a verified refusal to test because of adulteration or substitution. On the 
other hand, if the MRO determines the employee has a legitimate medical explanation, the MRO 
must cancel the test and inform DOT in writing of the determination and the evidentiary basis for 
it. 
OPPORTUNITY FOR A RE-TEST 
A request for a re-test will not delay any administrative actions by the Village. 
After a positive drug andlor alcohol test result, there is no opportunity to have a second 
collection that negates the first positive test result. 
Alcohol 
Applicable DOT regulations do not require an option for an alcohol split specimen collection and 
therefore there will be no opportunity for an alcohol re-test. 
Drugs 
The MRO shall notify each covered employee who has a verified positive test result or verified 
adulterated or substituted test result that he/she has 72 hours in which to request a test of the split 
specimen. If the employee requests an analysis of the split specimen within the required 72 hour 
period, the MRO shall direct, in writing, the laboratory to provide the split specimen to another 
DHHS-certified laboratory for analysis. 
If an employee has not contacted the MRO within 72 hours, the employee may present to the 
MRO information documenting that serious illness, injury, inability to contact the MRO, lack of 
actual notice of the verified positive test, or other circumstances unavoidably prevented the 
employee fiom timely contacting the MRO. If the MRO concludes that there is a legitimate 
explanation for the employee's failure to contact the MRO within 72 hours, the MRO shall direct 
that the analysis of the split specimen be performed. 
If the analysis of the split specimen fails to reconfirm the presence of drugs found in the primary 
specimen, or fails to reconfirm the specimen as substituted or adulterated, or if the split specimen 
is unavailable, inadequate for testing or untestable, the MRO shall cancel the test and report the 
cancellation and the reasons for it to the DOT, the Drug and Alcohol Program Manager and the 
employee. A canceled test is considered to be neither a positive nor a negative test result. 
FINAL TEST RESULT 
An alcohol test result is a "Final Test Result" after the alcohol confirmation test. 
A positive drug test result is a "Final Test Result" after an individual with a positive drug test 
result either: (1) does not request a split specimen re-test within the time frame allowed; or (2) 
the requested re-test confirms the positive result. 
A substituted or adulterated specimen test result is a "Final Test Result" after an individual with 
a substituted or adulterated specimen test result either: (1) does not request a split specimen re- 
test within the time frame allowed; or (2) the requested re-test reconfirms the substituted or 
adulterated specimen result. 
REPORTING AND RECORDING OF TEST RESULTS 
1 .  Controlled Substance Testing Results 
a) Negative Test Results - Negative results will be reported confidentially and in a 
timely manner by the testing contractor to be designated Village official. Negative results 
arising from such testing will be confidentially maintained by the Village in locked files not 
associated with any particular individual. Individuals may request a copy of their personal test 
results form. 
b) Verified Positive Test Results - Verified positive results will be reported 
confidentially and in a timely manner by the MRO to the designated Village official, who will 
immediately take those steps necessary to initiate the corrective action process. Positive results 
will only be shared with individuals having a legitimate business-related reason to know. 
c) Testing Contractor Reports - The testing contractor will submit controlled 
substance MIS reports to the Village in a timely manner. 
2. Alcohol Testing Results 
a) Negative Test Results - Negative test results will be known immediately and 
communicated to the employee by the testing technician at that time. In addition, the testing 
contractor will report negative results confidentially and in a timely manner to the Village which 
will confidentially maintain this information in locked files not associated with any particular 
individual. Individuals may request a copy of their personal test result form. 
b) Confirmed Positive Test Results - Confirmed positive test results will be 
confidentially reported to the testing technician to the employee and the designated Village 
official who will immediately take those steps necessary to initiate the corrective action process. 
Positive results will only be shared with individuals having a legitimate business-related reason 
to know. 
c) Testing Contractor Reports - The testing contractor will submit alcohol MIS 
reports to the Village in a timely manner. 
REFERRAL FOR SUBSTANCE ABUSE PROFESSIONAL (SAP) EVALUATION AND 
TREATMENT 
If a covered employee obtains a positive test result for drugs andlor alcohol, he or she must be 
evaluated by a substance abuse professional who shall determine what assistance, if any, the 
employee needs in resolving problems associated with alcohol misuse and controlled substance 
abuse. If any treatment is prescribed, the driver must complete the recommended program 
before that individual is medically qualified to perform DOT safety-sensitive functions. This 
requirement is independent of a decision by the Village to terminate or otherwise discipline the 
driver. 
CONSEQUENCES OF ENGAGING INPROHIBITED CONDUCT 
In all events of a positive drug test result after MRO review, but before a re-test, if any, or an 
alcohol test result with a Breath Alcohol Content ("BAC") of 0.04 or greater, or engaging in any 
conduct listed in the section entitled "Prohibited Conduct", the employee will be subjected to the 
following consequences: 
1. May be subject to potential disciplinary action, up to and including termination from 
employment, subject to applicable provisions of the collective bargaining agreement, if any; and 
2. Shall not be permitted to perform safety-sensitive functions; and 
3. May be referred to a substance abuse professional; and 
4. May be required to complete any treatment prescrib.ed by the substance abuse 
professional, if any; and 
5.  Shall be required to pass a return-to-duty test if and before safety-sensitive activities are 
resumed; and 
6.  May be subject to a follow-up testing program, if described. 
A request for a re-test of a positive drug test result will not delay any of the consequences listed 
above. 
REFUSAL TO SUBMIT TO A DRUG OR ALCOHOL TEST 
Any refusal to submit to a drug or alcohol test may result in disciplinary action, up to and 
including discharge from employment, which may be contested pursuant to the terms of a 
collective bargaining agreement applicable to the employee, if any. 
In accordance with DOT regulations and this Policy, a finding of adulteration or substitution of 
an employee's urine sample will be treated as a refusal to test. 
OTHER ADMINISTRATIVE CONSEQUENCES 
No covered employee who is found to have a BAC of 0.02 or greater, but less than 0.04, shall 
perform or continue to perform safety-sensitive functions. Helshe will not be permitted to 
perform or continue to perform such functions until the start of hisher next regularly scheduled 
duty period, but not less than 24 hours following administration of the test. 
IDENTITY OF THE DRUG AND ALCOHOL PROGRAM MANAGER 
The individual that employees should contact if he or she has any questions regarding the 
Employer's Policy or Educational Materials, is the Employer's then-current Drug and Alcohol 
Program Manager. 
The Village's covered employees shall be advised in writing by the Village as to the name and 
telephone number of the Village's Drug and Alcohol Program Manager and of any change of the 
Village's Drug and Alcohol Program Manager. 
INFORMATION CONCERNING 
THE EFFECTS OF ALCOHOL MISUSE 
AND CONTROLLED SUBSTANCE USE ON AN 
INDIVIDUAL'S HEALTH, WORK AND PERSONAL LIFE 
The impact of drug and alcohol use in the workplace is more than just causing harm to the health 
and safety of the user. Drug use and alcohol misuse decrease the user's performance and the 
performance of co-workers who rely on that user. Impaired judgment, carelessness and lack of 
coordination cause more accidents, which put the safety and lives of the user and co-workers at 
risk. Co-workers may become frustrated trying to help the user by covering up, taking on 
additional work or lending the user money.' The result of this frustration is decreased morale and 
distrust as co-workers become tired of trying to help, md supervisors become suspicious of 
increased absenteeism, tardiness, lowered job efficiency, etc. 
Alcohol (A Non-Controlled Substance) And Its Effects 
Alcohol is a legal substance that is widely used, and unfortunately, misused. While it is 
important for your safety, the safety of your co-workers and the general public to continue to be 
very concerned about the significant dangers of drugs, the abuse of alcohol has a major impact 
on the safety of those individuals as well. The number one substance found in drivers of 
commercial motor vehicles involved in fatal accidents is alcohol (the second most prevalent 
substance is marijuana). 
The significance of alcohol misuse among the American population is borne out by statistics: 
It is estimated that 3-10% of all Americans have an alcohol related problem depending 
upon how alcoholism is defined. 
25% of all hospital admissions in the United States are related to alcohol misuse. 
2-3% of the driving population is legally drunk at any one time. This rate is doubled at 
night and on weekends. 
40% of family court cases are alcohol problem related. 
Two-thirds of all homicides are committed by people who drink prior to the crime. 
More than 60% of burns, 40% of falls, 69% of boating accidents and 76% of private 
aircrafl accidents are alcohol related. 
Alcohol abusers are costing companies, health care organizations and the general public tens of 
thousands of dollars each year in poor quality products, health care costs, workers compensation 
costs and unemployment costs. More importantly these abusers are costing innocent lives. 
The National Institute on Alcohol Abuse and Alcoholism has estimated that 50% of the people 
with job performance problems suffer fiom alcohol related problems. The rationale underlying 
the Employer's approach to alcohol abuse in the workplace is that any alcohol abuser, even one 
in the early stages of abuse, will tend to exhibit a pattern of deteriorating job performance that 
will eventually affect not only the abuser, but his or her co-workers, and the general public. 
Unless detected early on, alcohol use in the workplace can lead to a series of costly and 
potentially dangerous situations, including: 
Absenteeism - Tardiness and excessive use of sick time. 
8 Lower Productivity - Studies have shown that an alcohol abuser works at only two-thirds 
of his or her actual work potential. 
8 Poor Work Quality - Shoddy work, rework and material waste may be evident. For 
drivers it means decreased mental and physical agility and concentration. 
8 Poor Morale - Chronic alcohol misuse often creates wide mood swings, anxiety, 
depression and anger. Non-drinking co-workers often see alcohol users as poor team workers 
and safety hazards. 
Increased Number of Accidents and Near Misses - Impaired individuals are 3-6 times 
more likely to be involved in on-the-job accidents or near miss incidents. A person who is 
legally intoxicated is six times more likely to have an accident than a sober person. 
8 Equipment Problems Due to Negligence - Alcohol misuse often leads to inadequate 
maintenance of machinery or equipment because the individual has lost interest or is hoping their 
equipment will not work to avoid working themselves. 
Drugs (Controlled Substances) and Their Effects 
Substance abuse is a national problem that negatively impacts every American. It not only 
affects individual users and their families, but it also presents new and increasing dangers in the 
workplace. One in six working Americans has a drug related problem. Employees who use 
drugs are 33% less productive, 500% more likely to be involved in an on-the-job accident, 500% 
more likely to file a worker's compensation claim, 250% more likely to have an absence 
exceeding eight (8) days, significantly more likely to be involved in employee theft, and 360% 
more likely to injure themselves or another person in the workplace. 
As with alcohol abuse, drug use can lead to a series of costly and potentially dangerous problems 
in the workplace, including: 
8 Absenteeism - Tardiness and excessive use of sick leave. 
Staff Turnover - Substance-abusing employees have disorganized lives. They may quit 
rather than face detention. Others transfer or are fired because of poor or unsafe performance. 
Lower Productivity - As with alcohol abusers, substance-abusing employees perform at 
about two-thirds of their actual work potential. 
Equipment Breakdown - Substance-abusing employees often do not maintain their 
equipment, either because they have lost interest in their job, or look forward to having 
equipment declared out of service as a means of avoiding work. 
Poor Work Quality - Shoddy work, rework and material waste may be evident. For 
drivers, increased mental and physical agility and concentration caused by decreased cargo 
damage or passenger complaints, missed schedules, incomplete or lost shipments and more 
traffic accidents. 
Poor Morale - Chronic substance abusers create the same atmosphere as alcohol abusers 
in the workplace. Non-drug using employees often view them as poor team workers and a 
hazard to the safety of others. 
Increased Accidents and Near Misses - Substance abusers are 3.6 times more likely to be 
involved in an accident. Even small quantities of drugs in the system can cause a deterioration of 
alertness, clear-mindedness and reaction time. 
Theft of Equipment and Material - Drugs are expensive. Coinciding with the substance 
abuser's need for money is the distortion of hisher value systems and judgment caused by drugs. 
CERTIFICATE OF RECEIPT 
I certify that I have received a copy of the Village's DOT Drug and Alcohol Testing Policy and 
Educational Materials. 
PRINT NAME: 
SIGNATURE: 
DATE SIGNED: 
VILLAGE OF SLEEPY HOLLOW 
OBSERVED BEHAVIOR REASONABLE CAUSE RECORD 
MARK ITEMS THAT APPLY AND DESCRIBE SPECIFICS 
EMPLOYEE NAME 
APPEARANCE normal sleepy - tremors - 
ADDRESS OF MCIDENT: Street City State Zip 
DATE OBSERVED 
clothing - cleanliness 
TIME OBSERVED 
From - adpm To - adpm 
Description: 
BEHAVIOR normal erratic irritable 
inappropriate gaiety mood swings lethargic 
Description: 
MOTOR SKILLS normal impaired 
Description: 
Other observations for reasonable cause: 
WITNESSED BY: 
d p m  
Signature Title Preparation Date Time 
d p m  
Signature Title Preparation Date Time 
